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Smith-Corone Portable Typewriters, Adding Machines, Cash Registers, Vivid Duplicators, Carbons & Ribbons. 
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envelope—or on special tape for parcel 
post—plus your own small ad, if you like. 
Has a moistener for sealing envelope 
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@ You always have the right stamp on 
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vad 9 good girl hand. Your postage is fully protected 


from loss or damage, is automatically 
accounted for on visible registers. 
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Or send coupon for free booklet. 


; : FREE: Handy chart of 
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find’’—for office work, these days. 
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post map and zone finder. 
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SLASHED ORDER HANDLING 
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Increased sales 


Cut billing time one-third 


Reduced clerical costs 15% 
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one legible copy, a Colitho Business Sys- accounting. For more information, write 
tem can be used to speed the operation, to us! 
eliminate transcription errors, and cut *Where spirit duplicating equipment is 
clerical costs. Colitho paper offset dupli- used, the same results can be obtained 
cating plates, plain or pre-printed, can be wih a Sales Ceney-akecter System 
incorporated in single, multiple part, flat - Calnne Division ; 
pack or roll forms. Colitho Business Sys- Cor UMBIA RIBBON & ¢ ARBON MFG Co., Inc 
tems provide for variables and blockouts, C2 ah ee aed, Glen Cove, ew York 
deletions or additions. Partial informa- 
tion can be added at any time. All busi- 
ness paper work lends itself to simplifica 
tion through a Colitho System.* 
Regardless of the kind of business you OFFSET DUPLICATING 


are in, Colitho Systems offer time and 
money savings in purchasing, manufac- PLATES AND SUPPLIES 
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© 910 SERIES 


We've packed all the famous Cramer 920 Series Qual- 
ity into these four chairs (side and swivel) in the new 
910 Series, and we've modified certain details-to put 
them into a price class that YOU WILL LOVE. Model 
913, for example, we believe to be the lowest price 
per QUALITY in aluminum executive seating today! 


"lia ame 


® KEEP YOUR FEET 
on the GROUND 


The arrow points to the revolutionary Cramer “Roll- 
Tilt” mechanism which keeps chair occupant's feet flat 
on the floor while he tilts backward. Perfect poise for 
tha executive while he relaxes. Model 923 illustrated. 


@ OUTSTANDING FEATURES 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





Over 10,000 Administrative 
Supply Items Distributed by GSA 


HIRTEEN miles from downtown 

Washington, D. C.—in a relatively 

low-cost realty area—the General 
Services Administration recently opened 
the doors of a new 1,250,000 sq. ft. 
stores operation without parallel in the 
country. The 2,000-ft. long structure, 
single storied and ramp equipped to ac- 
commodate all types of interior traffic, is 
the newest of GSA’s milestones of ren- 
dering fast, economical supply service to 
all agencies of the federal government. 

GSA, since 1949, has been the central 
supplier to federal agencies for over 
10,000 administrative items. These in- 
clude supplies such as carbon paper, 
pencils, desks, inks, blotters and many 
others. Also ineluded are such diverse 
articles as staple foods, hand _ tools, 


paints, chemicals, cleaning materials and 


a list encompassing almost everything 
commonly used by all agencies. The job 


A view of the Fran- 
conia__ stores-depot 
of General Services 
Administration which 
annually distributes 
a hundred million 
dollars worth of sup- 
plies to government 
agencies, 
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of effecting such supply—in a volume 
running more than $100,000,000 an- 
nually—is done from 12 stores locations 
spotted throughout the country. 

The Franconia station serves a heavy 
concentration of federal employees in 
the nation’s capital, as well as those in 
Maryland, Virginia and West Virginia 
as well. With an annual intake and 
issue of thousands of items on a multi- 
million dollar basis, the factors of re- 
ceiving, storing and handling supplies 
loom heavily in any consideration of 
costs. Rents must be cheap. Handling 
must be fast and by machine where pos- 
sible. Safety factors must be high; pro- 
tection good and facilities for delivery 
and receipt must be of the best. 

The General Services Administration, 
also responsible for space management, 
long ago realized that its quarters at 7th 
and D St., S.W., in Washington were in 





Ed Campbell, chief of stores branch, and Paul 
Moore, assistant, in the General Services 
Administration stores-depot at Franconia, Va. 
A tricycle has proved to be the most prac- 
tical method of covering the vast floor area. 


many ways unsuitable to the supply job 
which had to be done. That location in- 
volved five floors with bulky and _ po- 
tentially dangerous elevators. Further- 
more, it meant using space for storage 
when there was a critical need for office 
room in the national capital. GSA space 
and supply authorities collaborated in 
developing what they felt was the opti- 
mum facility for their needs. Into the 
planning they put every modern device 
which would cut costs and space han- 
dling. 

With its “dream warehouse” on the 
drawing boards, the agency located 
private capital to put up the 7-million- 
dollar structure. In return for this in- 
vestment, GSA took a five vear lease on 
the premises and sewed up nine options, 
each for a like period. Thus, theoreti- 
cally, it can stay in the rented facility 
for 50 vears, if necessary, with an aver- 
age rental of slightly more than $700,- 
000. 


Today, the plant houses a physical in- 
ventory of goods weighing around 15,000 
tons and representing an investment of 
about $5,500,000. At peak operations, 
this material will be taken in and jssued 
at the rate of over 114 million dollars 
a month to more than 100 destinations 
within the Distriet of Columbia and 
probably an equal number in the field 
encompassed by the adjacent 
states. Receipts in carload volume ar- 
rive on spur tracks and with the use of 
34 forklift trucks are swiftly unloaded, 
without loss of time or incurring ex- 
pensive demurrage. 


areas 


Onee within the cavernous structure, 
materials move to bay areas by ma- 
chinery for storage in stacks up to 14 
ft. in height. The latest in techniques 
will be employed insofar as handling ot 
goods is concerned. These have recently 
heen manualized in a new publication 
of the ageney which comprehensively ex- 
plains to any warehouse operator how 
hest to receive, store and issue almost 
any material in almost any conceivable 
volume. (This Manual of Warehouse 
Operations is available to anyone from 
the Government Printing Office, Wash- 
ington 25, D. C., at $1.25 per copy.) 

A store-depot is considered to be, 
essentially, a covered storage area in 
which materials available for 
moving with various degrees of regu- 
laritv. The degree to which movement 
must be effected dictates the cost factor. 
Tf, as in the ease of the GSA operation 
at Franconia, intake and issue is to be 
continuous, the installation of ultra 
modern methods and machines cuts down 
costs. 

At Franconia, for example, facilities 
to take in shipments are roomy and ex- 
tensive. Once materials are inside, they 
move by forklift to storage areas. When 
needed for issue, a Towveyor system is 
utilized to speed up stock selection. This 
consists of an automatie, centrally con- 
trolled series of cars running on tracks, 
which can he routed into any area of the 
warehouse. When the ear stops, the 
central point controller causes a bell to 


reposes 
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be rung in the immediate area. There, a 
stock picker determines from the order 
on the track car exactly what is needed, 
places it aboard and the car moves on. 
When the order is filled, the car moves 
to a packaging station where quantities 
are checked and suitable packing for de- 
livery is accomplished. 

Throughout the entire trip, materials 
are handled and transported by hand 
only a minimum distance. The result is 
more speed with a corresponding po- 
tential on the part of workers to get 
more orders on the road. Thus, a force 
of 140 persons for all functions involved 
can keep the multi-million dollar flow 
ot materials going at a fairly rapid rate. 

Mechanization has been adopted even 
to the point of transport for workers. In 
a building 2,000 ft. long and 500 ft. 
wide, certain administrative personnel 
and foremen find it necessary in the 
course of a day’s work to traverse the 
entire area several times. This they do 
on tri-bikes (adapted trieyeles) which 
enable them to go from point to point 
much more quickly. 

For the majority of storage, smaller 
items repose on adjustable steel shelves 
which ean be utilized by many com- 
modities with simple adjustments. 
Heavier materials are stored from floor 
to a 14 ft. height with pallets inter- 
spersed at appropriate levels for han- 
dling by forklifts. 

Special attention has been given to 
problems of illumination, traffic flow, 
safety and fire prevention factors. Light- 
ing is fluorescent. Stock layouts take 
into consideration the rate of demand 
for various items. Those classes of goods 
in which there is the most traffie are ae- 
corded the most accessible locations in 
the layout plan. The conerete-walled 
structure (the roof is western, prefabri- 
cated lumber) is essentially fireproof but 
for the protection of its contents the 
building is equipped with modern fire 
sprinkler system. Every precaution has 
been taken to enable a 24-hour safe- 
guarding of the premises with a mini- 
mum of manpower. 
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The huge area not only accommodates 
GSA’s supply activities, but certain 
areas have been set aside for the storage 
of records which agencies of the federal 
government must retain but do not have 
to consult frequently. Removal of such 
documents to the Franconia site brings 
about a reduction in maintenance costs, 
since the square foot charge per year is 
much less than it is in more expensive 
oftice footage in the downtown area. 

Finally, although the overall di- 
mensions of the warehouse are not in 
any sense too large, there is room for 
the expansion which officials foresee as 
necessary in the near future. There will 
be no need for renting additional space 
or splitting operations into several loca- 
tions—a costly process at best—and the 
advantages of mass buying can be 
achieved because of the existence of a 
modern stores-depot to handle sizeable 
quantities of goods. Other GSA stores 
locations, none as large as Franconia but 
all‘operating on the same principle, are 
in Boston, New York, Atlanta, Chicago, 
Kansas City, Dallas, Denver, Cleveland, 
Los Angeles, San Francisco and Seattle. 


buy pre 
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The Accounting Procedure Manual 


W. C. MADDEN 
Systems Supervisor, Deep Rock Oil Corp., Tulsa, Okla. 


ROCEDURES, whether recognized 

or not, exist in every business organi- 

zation. They may be passed along in 
the form of oral instructions from em- 
ployee to employee. They may be out- 
lined in the form of written memoranda 
from the office of department heads or 
supervisors. Or they may be contained 
in a formal manual prepared and main- 
tained at varying degrees of effort and 
cost, depending on the company’s size 
and attitude toward clerical operations. 
A manual may be briefly defined as a 
handbook, therefore, an Accounting Pro- 
cedure Manual is a handbook of written 
procedures relating to the accounting 
system. 

A procedure manual’s physical echarac- 
teristics vary, depending on the size and 
complexity of the business which the 
department serves. It is often argued 
that a procedure manual is: 

a. too expensive to maintain on a cur- 
rent basis, and of no value on any other 
hasis; 

b. too difficult to understand, there- 
fore, discourages its use by the average 
supervisor or clerical worker; 

c. too limited in circulation, therefore, 
does not provide accessibility ; 

d. too narrow, or too broad, in its 
scope which makes finding the required 
procedure difficult. 

These and other reasons—or excuses 

have been advanced to discourage their 
use in many companies. Resistance to 
this type of project is also often the re- 
sult of exposure to a bitter experience in 
the easily remembered past. I am fa- 
miliar with one organization that paid 
a firm of experts $60,000 to design and 
install a uniform chart of accounts and 
supporting procedure manual for use in 
home office and a few seattered division 
operations. The combined volumes were 


10 


immense, and so complicated with de- 
tailed instructions and cross references 
that only the higher accounting avthority 
were given the complete set. Waen dis- 
tribution hit the clerical level, they re- 
ceived only small sections which applied 
specifically to the job which they were 
performing—providing no knowledge 
whatsoever of the origin or results of 
their particular effort. Needless to say, 
the life span of that monstrosity was 
short and the company in question con- 
tracted to have it revised. This time the 
results looked quite different. The chart 
of accounts and the procedure manual 
were each comfortably housed in 1”-ring 
binders. The additional cost was sub- 
stantial-—but the utility of the manual 
was increased a thousandfold. 

There are important advantages to be 
obtained from an intelligently conceived 
and properly maintained procedure 
manual project. To benefit from these 
advantages, however, certain basic rules 
must be adopted and closely adhered to. 

First, the project must be endowed 
with a guarantee of top level manage- 
ment support. Secondly, it should be 
organized, developed and maintained 
through the assistance of a clearing com- 
mittee, preferably composed of account- 
ing department supervisors who have 
been thoroughly instructed in an ap- 
proved means of attaining the required 
objectives. The work of the committee 
should be directed by a qualified chair- 
man (the department head if he is avail- 
able) and collectively this group should 
review every phase of design and con- 
tent of the manual. Through circulation 
of drafted additions or revisions the 
committee will see that design is~ con- 
sistent, that the subject is relevant, that 
the instructions are carefully worded 
and that all other rules concerning main- ' 
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IN ONE MACHINE! 
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It's Science's newest communication miracle! 
FAXCOA electronically scans and transmits any- 
thing typed, written or drawn to any number 
of points, near or far, over wire or radio, dupli- 
cates any business report on the spot without 
intermediate steps. Error-proof, since FAXCOA 
duplicates electronically — directly from the 
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SPEEDS PRODUCTION .. . CUTS COMMUNICA- 
TION COSTS ... frees personnel for other work! 
FAXCOA eliminates slow manual operations... 
needs no skilled operator. Fully automatic the 
moment control is set. FAXCOA cuts personnel 
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where it’s needed, when it's needed! 
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WINCHESTER INDUSTRIES, INC. 


36 River Edge Road, River Edge, New Jersey 
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tenance have been observed. 

This, then, attacks the first objection 
listed. It need not be too expensive to 
maintain on a current basis. It may 
represent a real saving when mainte- 
nance cost is compared with losses sus- 
tained through excessive training re- 
quirements of new personnel, accumula- 
tion of multitudes of small errors caused 
by the lack of standard instruction con- 
cerning sunple controls, and the time re- 
quired to reconcile any two or more 
people’s interpretations of verbally con- 
veyed instructions. In addition, such a 
project carried on as a committee fune- 
tion promotes individual interest in the 
program—a “pride of ownership” feel- 
ing—which will not only keep it alive 
but will have the effect of working 
toward constant improvement. 

The manual can be constructed only 
through careful study and analysis of 
existing procedures, or introduced as a 
climax to the installation of new or re- 
vised procedures. The procedure survey 
itself must be conducted under a well 
organized plan and a logical reason for 
the existence of each individual instrue- 
tion must be established. Each instrue- 
tion must explain the method of per- 
formance of a task, or it must establish 
a point of control—either of these two 
and nothing more. After the conclusion 
of a comprehensive procedure survey the 
job of compiling a practical manual may 
be started. When it is started, however, 
other basic rules must be established and 
( »bserved. 

A form of presentation should be 
standardized. This form should include 
ample subject headings and subheadings. 
Although it may seem rather unrelated, 
you will find that the average company 
organization chart provides a classic out- 
line from which to set up the principal 
divisions in the manual. Under these 
principal divisions (usually divisions or 
departments) each related funetion 
should be classified for easy reference. 


Writing methods should be simple and 


direct. If writing is too advaneed for 
the average employee reader, they 
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quickly become discouraged and_ resist 
repetitive use. This refers to the second 
objection mentioned which, to be over 
come, demands that procedures be 
written to deseribe competently and 
thoroughly, in a comfortable reading 
style. 

Instructions must not be clouded by 
high sounding phraseology or meaning 
becomes obscured and the effeet 
Take a from one of the most 
popular procedure manuals—the cook 
hook: “Sift one cup of flour three times. 
Blend, do not beat, the ingredients”. 
Could anyone, regardless of experience, 
go too far astray by following such in- 
structions? Many people find they are 
eventually forced to adopt the straight- 
forward method, after repeatedly failing 
to illustrate a point by use of flowery 
language. If you are asked repeatedly 
to explain something, you end up by 
making it quite clear. When properly 
organized and supported, the manual 
will leave nothing to chance, heresay, or 
individual (and therefore varying) 
interpretation. 


is lost. 


lesson 


Extravagance in preparation of a pro- 
cedure manual does not add value but 
rather, detracts. It is a human tendency 
to be suspicious of the elaborate and ae- 
counting personnel are human. The more 
elegant the finished product, the less 
likely it will receive adequate cireula- 
tion. This is, of course, objection num- 
her three. 

[ heard of a management consultant 
who was invited to the office of the con- 
troller of a national organization to dis 
cuss some systems problems. After a 
brief fill-in, the consultant was provided 
with a manual covering the particular 
system. Immediately the problem lost its 
significance and the manual took over. 
He related that the United Nations 
Charter or the Atlantic Treaty could 
not have been more impressively bound 
nor written. The cover was of genuine 
leather with gold leaf embossing stating 
the procedure’s title, the company’s 
name, and that this was the controller's 
personal copy. The text was offset 
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W-2 TAX FORMS 


WITH STATE FORM COMBINATIONS 


@ One typing takes care of all the 
work for all filing requirements. 

@ One operation snaps out the car- 
bon from all copies. 

@ Officially approved by Federal and 
State governments. 


Low, Low Priced for Greatest Economy 
part part part 


. H Ss 
Other Consolidated Business Form 
@ REDIFIXT Standard Forms — 2, 3, 4 or 
5 parts, carbon interleaved, invoices, bills 
of lading, purchase orders, reply mes- 
sages. 
Standard Continuous Register Forms. 
Registers — all types. 
Custom printed forms, REDIFIXT snap-out 
or continuous, including IBM, N. C. R. 
and other bookkeeping forms. 


WRITE FOR CATALOG B-10 


Donseliide led 
ae Systems. ~ 


30 VESEY ST. NEW YORK 7,N. Y. BArcloy 7-3687 
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printed on rag content paper, right-hand 
justified margins, and several variations 
in type sizes and styles. The consultant 
could not conceal his surprise at the 
glamorous manual, but was not sur- 
prised to hear from the apologetie con- 
troller that: (1) the person responsible 
for its preparation had been fired; and 
(2) the manual contained, in spite of its 
elegance, so many glaring errors from 
a systems standpoint that it was ab- 
solutely useless. 

This automatically leads into the 
fourth objection which we will consider, 
for the sake of convenience, in two 
parts. The elaborate manual is very apt 
to grow-—it seems that it should be big— 
possibly to justify the covers within 
which it is contained and the style in 
which it is presented. Now, the average 
accounting system includes plenty of 
procedures to provide a manual of any 
dimensions which may be desired, but 
many of these procedures may consist of 
seldom reeurring tasks performed by one 
or two employees. They may contribute 
substantially to the performance of a 
definite job, but their very nature not 
only suggests that they should be done 
but how they should be done. These, 
therefore, have no place in the formal 
manual under a separate heading. The 
manual should contain instructions for 
performance of only those tasks which, 
either because of their complexity or 
their possible effect on departmental or 
company policy, establishes them within 
that category which merits special atten- 
tion. By observation of this simple rule 


_you regulate your volume, and provide 


a reference, the attempted use of which 
will not confuse and discourage the em- 
ployee. 

As in all other subjects, extremes are 
to be avoided. As important as it is to 
carefully regulate and classify the ma- 
terial which the manual is to contain, it 
is equally important that the scope, or 
contents, is not limited to the extent that 
important functions be glazed over or 
omitted entirely. This situation again 
provides excellent grounds for the 
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trated brochure on this revolutionary COPYMAKER. eee cine ar ches 


or length of run. 


Manufactured To The Same High Standards 
That Have Made OLD TOWN Carbons, Rib- 
bons and Equipment World Renowned. 


Dept. OM-12 


DEALERS: 
Year after year prof- 
its with an OLD TOWN 
franchise. Write for details. oan ea aa+ iow 





OLD TOWN CORPORATION + 750 Pacific Street + Brooklyn 38, N. Y. 


ig 


) 


Rising | 


BOND 


25% RAG CONTENT 


This 
letterhead and 
business form paper is 
the industry's standard 
for judging uniformity 
of cockle 


.,.for Fine Paper 
at its Best! 


on 


RISING PAPER CO. © HOUSATONIC, MASS. 











manual to lose face in the eyes of its 
potential users, and a book on the shelf 
has no value if it does not command the 
amount of respect or interest necessary 
to keep it in circulation. 

The proposed organization of an Ac- 
counting Procedure Manual has pre- 
sented an additional problem to com- 
panies who utilize electrie accounting or 
punched card equipment. The question 
invariably arises, should we include de- 
tailed instructions covering the pro- 
cedures involved in use of electrical 
accounting equipment in our Accounting 
Procedure Manual or should we prepare 
a separate manual limited in circulation 
to machine accounting personnel? I sup- 
pose the answers to those questions are 
about evenly split. Exposure to both 
methods leads me to an unshakable con- 
clusion. There are many reasons why 
such manuals should not be combined. 
Here, I believe, it is necessary to illus- 
trate only a few. 

In the first place, a manual prepared 
for use in e tabulating unit is directed 
at a group of technically trained people 
who speak in a different language from 
that used by regular accounting em- 
ployees. Tabulating equipment operators 
are not so much interested, for example, 
in the source of various information and 
its relative position in preparation of a 
given report as they are in what column 
any copied information is punched into 
or read out of a card. Compare the in- 
structions as they may appear in each 
manual, 

The manual 
of 
the 


accounting procedure 
says, with regard to reconciliation 
bank accounts, “Blank Section of 
accounting department will: 

(a) maintain a separate file for each 
bank account, containing bank §state- 
ments in date sequence, monthly recon- 
ciliation statements, and information in 
support thereof; 

(b) prepare, as of the end of each 
month, a summarized and totaled recon- 
ciliation statement, incorporating all 
bank accounts, ete., ete.” 

The accounting machine procedure 
manual, on the other hand, describes an 
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“EVEN | CAN SORT wit 
Le Febutre 


Marie “Irma‘’’ Wilson 
starring in 

“Marry Me Again” 
Released by 
RKO-Radio Pictures 


M% writE NOW FOR FREE 
DESCRIPTIVE LITERATURE 


fPebute CORPORATION 


ls CEDAR RAPIDS, IOWA 


el 
ibaa i <—_ §«—_ 
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Get greater filing capacity with 
Invincible Metal Filing Cabinets 


ng y one ponepitee 1 me up tight, locks secure- Desk high, counter high, standard four-drawer of 

firmly. Provides maximum filing space. five-drawer cabinets. Letter or legal size drawers 
oe rolls in and out effortlessly on roller bear- — with or without lock. Exclusive concealed 
ing suspension. safe unit also available. 


HERE'S one big reason why Invincible 

Metal Filing Cabinets are better. 
These cabinets easily pack more folders 
and papers into the drawer . . . provide 
maximum use of filing space . . cut “cost 
per filing inch.” More, durable Invincible 
cabinets are built to last longer. 


For maximum satisfaction, better con- , OFFICE EQUIPMENT 
struction, greater utility, insist on Invin- FOR BETTER BUSINESS LIVING 
cible cabinets. Write for details. Invincible Metal Furniture Co. © Manitowoc, Wis. 
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operation connected with preparation of 
a payroll somewhat as follows: 

“Operation number 11 

Equipment 077 

Merge the sorted cards from operation 
number 10 with the master clock number 
deck controlling on clock number in 
eolumns 22 through 24. Select both 
feeds. Master deck in primary feed, de- 
tail in secondary teed.” 

Each of these instructions describe an 
important step in an accounting pro- 
cedure, yet the method of doing and the 
terminology used to direct the activity 
makes them appear completely unre- 
lated. Why then, confuse an accounting 
employee by including in his procedure 
manual a quantity of material which he 
does not understand and is not required 
to understand? Why place in the hands 
of a machine operator instructions for 
performance of a multitude of tasks for 
which he has neither been trained nor 
may ever be expected to perform? 

Onee again this illustrates not only 
the advantages, but the necessity, for 
keeping the procedure manual relevant 
to the system to which it applies. In 
fact, this is one instance where separate 
manuals are justified within the limits of 
one system. 

The Accounting Procedure Manual’s 
form may vary but its importance ranks 
with that of the chart of accounts. 


ep Us sSJtim 


“Perhaps the drawers are overcrowded.” 
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a TOP HAT 
doesn't make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIA 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — and 
still produce—the world’s 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


VICE) V.S.A.7O99 


7099 B 5s 





Hf your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 





eRASERSTIK (Gil SeRvick) v.5.A. 


FABER ERasERSTIK aC SER 





AW FABER-CASTELL 


PENCIL COMPANY, INC, NEWARK NJ 








's What 
: : = F Phoenix Dye Works 
U ay YARN DYERS AND BLEACHERS 


1963-71 SOUTHPORT avENUE 


that Counts! eso aia 


SELECT-0-PHONE Division, 

Kellogg Switchboard and Supply Company 
79 West Monroe Street 

Today business requires Chicago 3, Illinois 

more than city telephone 
service. It needs SELECT- 


d what About our Select-0-Phone system: It's hard to see how we 
O-PHONE!...Read wha ever got along without it It's a time-saver and a 
Mr. Susen, Vice President money~saver. It has proved invaluable in expediting—in 


i better routing of orders. 
(below) of Phoenix Dye 


SELECT- Select-0-Phone takes the load off our switchboard— 
Works, says about leaves it free for incoming and outgoing calls. It 
O-PHONE benefits. permits us to talk privately with department heads—to get 
information quickly for customers, while "holding" outside 
calls. With Select-0-Phone we can have conferences among 
executives without any of us leaving our desks. 


Gentlemen: 


Select-0-Phone has done away with the annoyance of 
loud speakers. It prevents private information leakage. 
Maintenance costs have been remarkably low. From our 
own experience, we highly recommend Select-—0-Phone as a 
modern and efficient tool of business. 





Very truly yours, 
PHOENIX DYE WORKS 


ihn 


Vice President 
ATTENTION DEALERS! — ff 
Some exclusive territor- 
ies still open. Write for 
particulars. 








(AL 
elects 0-Phone DIAL INTERCOMMUNICATION 


A Division of International Telephone and Telegraph Corp. ie 
ee _aearrer coupon NOW for complete information explaining how 
© PHONE automatic communication systems will save aa gem 
Address SELECT-O-PHONE Division, Kellogg Swite _ hv 
Supply Co., 79 West Monroe Street, Chicago 3, Illinois, Dept. 








Name 





Company 
Address 


fot 








City 
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Nw R.C.Allen 


with 


Exclusive 


VISOMATIC 
MARGIN : 


isOmalic. 
TYPEWRITER 








Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 
position. Permits neater letter 
appearance. 


More Value, More Advanced 
Features, More Typing Ease 





Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before... more output... more typing ease 
... more efficiency. And this highly versatile deluxe machine 
costs no more than ordinary standard typewriters. Try the 
All-New R. C. Allen VisOmatic typewriter first — See how 
quickly it proves itself in your office. The beautiful Mist Gray 


New Line Space Mechanism color styling harmonizes with every office color scheme. 








Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 
adjustment. 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 
clear keys are at your finger- 
tips. You can clear all or any 
selected tabs at one touch. 





QUICK-SWITCH PLATEN 


In less than ten seconds you can 
change from the standard platen to a 
platen for stencil cutting, or to one 
for making multiple-copy manifests, 
or for any other specialized job. A 
touch of your hand on the release 
lever and out comes the cylinder . . 
in seconds! No inky fingers, no lost 
time, no complicated procedure. And 
the new platen snaps into position 
just as fast. This sensational, work- 
speeding feature —the Quick-Switch 
Platen — is found only on R. C. Allen 
VisOmatic Typewriters. 





Write for full details in colorful FREE literature today! 


R.C. Allen Business Machines, Inc. 


679 Front Avenue 


N.W., Grand Rapids, Mich. 





H.C. Allen 


CASH REGISTERS... 


in value- security - 


service 


wh ee aks 
Provide Cash Registers 
For Every Need 


Supermarkets, service stations, barbers, bakers 

~no matter what the business — R. C. Allen 

Cash Registers are designed to meet specific 

business requirements. You’ll find more out- 

' standing features, more security, and more 

MODEL 210 ke genuine value per dollar in the R. C. Allen 

All purpose electric wt 4} machine than any similar models on the mar- 
a Sere ket. Low in cost, high in utility! 


All R. C. Allen machines are double duty. In 
addition to their cash register function, they 
can be used as an adding machine. All models 
feature department, commodity, or clerk desig- 
nation, changeable department or clerk name 
strips, locked in daily totals, locked in auto- 
graphic detail strip, removable plastic money 
till, emergency drawer release, plus other out- 

R. C. Allen offers the most complete line of spe- standing features. Most models feature all-steel 

cialized cash registers available to the business cash drawers. 

machine dealer. 


MANUFACTURERS OF ADDING MACHINES, 
R.C.Allen Business Machines, Inc. BOOKKEEPING MACHINES, CASH REGISTERS, 
679 Front Avenue, -N.W., Grand Rapids, Mich. TYPEWRITERS. 





| “anda | Happy < 


and Prosperous , 


New Year. 











Success story repeated— 
for 52nd time! 


Develop C..¢ 
selected by largest 


U. S. corporations 


DEVELOP Combi — the machine that has revolutionized 
office copying in 52 countries since its introduction in 1949 
— is scoring another quick success in the U.S.A.! Several 
of America’s best known industrial and financial corpora- 
tions*— companies that never buy anything without 
exhaustive and impartial tests — have already installed 
DEVELOP Combi. Others are ordering this compact, eco- 
nomical machine that makes finished photocopies up to 
14” wide and up to any length, from white or colored 
originals, un seconds. DEV ELOP Combi exposes, develops, 
prints sharp, clear, perfect copies ... on all types of stock. 
Choose from four models that will copy even thick books 
without losing the margin! Seeing is ordering. Call for 
demonstration or write for folder. 

*Names on request. 


ee 
ae ai 


COPEASE Com jonny — So 


270 PARK AVENUE, NEW YORK 17, N. Y. © TELEPHONE PLAZA 3-6693 
Some territories still available 
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_ This Management Study by 

, Diebold, with cooperation 

of several large corpora- 

tions, is an EXCLUSIVE 

analysis of record retention 

costs, using both storage files 

dy teal jf and microfilm. Only Diebold 
rately? i could make such a penetrating 
SS study —for only Diebold offers 

both Steel Storage files (Safe-T-Stak) 

and microfilm equipment (Flofilm). 


: Send Me Diebold’s Management Study, 
I “Storage Files or Microfilm’’-M Ob/igation 
Ww COP 0 RAY ED 


Canton 2. Ohio ' 


Company 


Name 














Serving Banking and Basi with Protecti 
and Office Systems Equipment tor over 95 years Street 
City 








O12 
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We said it.-- 
Now everyone's 
saying it! 


THE FINEST DICTATING 
MACHINE MADE TODAY! 


LIONEL J NORTON, president of the Norton Dictating Mochine Co., 1695 West 25th St., 


Cleveland 13, Ohio has been '* the dictating machine business for 12 yeors Shown 


REX RECORDER, Mr Norton hos handled ond sold oll types of 


eS [ear Rex Recorder 
i SE 


above ving the 


dictating mochines- 


f 


3 
Norton Dictating Machine Compands Inc. 


Quality Rebuilt 4 Slightly Used 


Time after time, ovr dealers hove 
sent us letters like the one reproduced 
here Yes, we said it 

., now everyone's saying it 

REX RECORDER 1S THE FINEST 
DICTATING MACHINE MADE TODAY! 


write for the nome of your 
nearest dealer - - : for a 
free demonstration of your offices. 


EXC. 
LUSIVE NATIONAL DISTRIBUTORS 


ICTATING M 
ACHINE CO 
ey INC. 


65 Madi 
ison Avenue, New York 16 
ESTABLISHED 1923 oe 
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7,500 U. S. companies now use 
the Olivetti Fully Automatic 
Printing Calculator to cut figure- 
work costs. This machine offers 
a permanent record of all caleu- 
lations and results on the printed 
tape « the advantages of a fully 
automatic calculator combined 
with high-speed, high-capacity 
adding, subtracting and listing « 
automatic credit balance and 
combined-operations features «+ 
remarkable dependability. No 
specialized operator is required. 


Olivetti, with plants in Italy, 
Scotland, Spain, South Africa 
and Argentina, manufactures 
adding machines, calculating ma- 
chines, typewriters, teleprinters, 
machine tools and visible |card- 
filing systems. For information 
on Olivetti products now avail- 
able in the United States, through 
more than 400 Olivetti dealers, 
write to the Olivetti Corporation 
of America, Dept. V, 580 Fifth 
Avenue, New York 36, N. Y. 


27 





* Units on this page are designed 

for card record systems; those oppo- 

site are for leases, contracts, insur- 

ance policies, other office forms. Rubber 

feet are provided; removable for stacking 

purposes, Spring compressors give record 
protection. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS give 


Card , 
Size Capacity Width Height Depth Price Packed Per Ctn. 


3x5 1600 cards 6%" 5%" 16" $3.60 6's 35 Ibs. 
4x6 1600 cards 7%" Ye" —16" 4.20 6's 40 Ibs. 
5x8 1600 cards 95,4" 7/4" 16" 5.40 3's 28 Ibs. 
6x9 1600 cards 1054" 8!/,"" 16" 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 


cards 123," 5'/," 16" $6.30 
cards 143%," 6%" 16" 7.20 
cards 183," 7h" 16" 9.60 
cards 20%," 8'/," 16" 12.00 


THREE DRAWER UNITS 
C3353 4800 cards 183/," 5," 16" $12.00 
*C3463 4800 cards 213%," 6'/,"" 16" 15.00 
*C3583 4800 cards 273%," 7'/," 16" 18.00 
*C3693 4800 cards 30!" 8!/," 16" 25.00 


SANITARY BASES (15"' high)... .$10 additional. 
*Other bases available to fit asterisked items. Prices on request. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


SEND FOR COLE'S 1953 CATALOG 


a STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17. N. Y. 





“HIGHER THAN WIDE” CABINETS 


ONE DRAWER UNITS Shipping 
Card wt 


No. Size Capacity Width Height Depth Price Packed Per Ctn. 
C364 6x4 ~=—1600 cards 534" 8" 16" $8.40 I's 9 Ibs. 
C385 8x5 1600 cards 654" 10" 16" 12.00 I's 12 Ibs. 
C396 9x6 1600 cards 75" ay 16" 14.40 13 Ibs. 

TWO DRAWER UNITS 


C3642 6x4 3200 cards 123," 8" 16" $14.40 15 Ibs. 
C3852 8x5 3200 cards 12%," 10" 16" 16.20 18 Ibs 
C3962 9x6 3200 cards 1434," i 16" 19.20 23 Ibs 
THREE DRAWER UNITS 
C3364 6x4 4800 cards 143/," 8" 16" $20.00 22 Ibs. 
C3385 8x5 4800 cards 1834," 10" 16" 24.00 26 Ibs. 
*C3396 9x6 4800 cards 213%," i a 16" 30.00 33 Ibs. 
tiie THREE DRAWER DOCUMENT FILE 


C3105 10!/,"x5" 1000 leases 1834" 121," 16" $19.95 32 Ibs. 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units. 


LOCKS: Cabinets eauipped with lock and key add $2.10 per drawer. 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 


LE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 
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Bostitch model B8R. 
with attached 
staple remover. 


Now where is 


that letter 


from Smith? 


Don’t risk loss of -aluable papers 


Staple tiem with Bostitch 


... the only stapler with the attached remover 


Staple related papers together 
with Bostitch staplers, and 
they're fastened securely .. . 
can’t get mixed up in files. Other 
papers can’t slip under a staple 
—as sometimes happens with 
clips. Stapled papers are easier 
to file . . . don’t bulk up your 
folders . . . increase file capacity. 


ARE YOUR PAPERS SAFE? 
Make sure. Quality construction 


and low price make it good busi- 
ness practice to put a Bostitch 
stapler on every desk. Order 
through your stationer . . . or 
phone Bostitch. 


FASTEN !T BETTER AND FASTER WITH 


BOSTITCH 


STAPLERS AND STAPLES 
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QUEEN SYSTEMS CORPORATION 


presents the amaying 


SPIRIT DUPLICATORS 


29 MODERN MODELS including the world’s only 
column condensing and eliminating machines 


SPECIALIZED PARTS 
ORDER MACHINES 


MACHINES FOR 
ADDRESSING, 
INVOICING, 
PURCHASING, 
BOOKKEEPING, 
PAYROLL 


STURDILY 
CONSTRUCTED 
TO PROVIDE 
TROUBLE FREE 
PERFORMANCE 


MACHINES ARE 
PRODUCED FOR MORE 
THAN 30 YEARS 








Spirit carbon, Fluid, Master Units, 
Printed Forms and 


ALL SUPPLIES PRODUCED BY 
OUR OWN FACTORIES 


Exclusive Franchise for some Areas 
still open — 


Inquiries Invited — Literature Available 
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Liwcei 


SYSTEMS CORPORATION 


1055 Stewart Ave., Garden : New York 





Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Sper 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


Victor Adding Machine Co., Chicago 18, IIl., Dept. OM- 1253 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


VIGTOR 


34 YEARS OF 


Company Name 
Address 





QUALITY RECOGNITION 
THE WORLD OVER 


MACHINE 


wwe ew ew ee ee ee ee 


Se ee 
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Free your office 
from typing fatigue 


Typing fatigue is costly in any office . . . 
in needless errors, in lagging speed, in 
wasted supplies, in drooping spirits. But 
you can free your office from these expen- 
sive handicaps by installing IBM Electric 
Typewriters! 

IBM’s remove the cause of typing fatigue 
... they have the lightest touch, the easiest 
keyboard slope. 


More and more offices today are standard- 
izing on IBM’s because they find more 
work gets done faster, and looks better. 
Office morale is higher, job turnover lower. 
Wouldn't IBM’s be a fine thing for your 
office, too? 


For demonstration and booklet, write, 
IBM, Dept. OF-4, 590 Madison Avenue, 
New York 22, N. Y. 
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INTERNATIONAL BUSINESS MACHINES 
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OFFICE WORKERS TURN OUT 
BETTER WORK... FASTER 


on TIFFANY STANDS 





That’s because Tiffany’s open 
top design practically elimi- 
nates distracting machine 
noises and vibrations. Noises 
travel through the stand, 
they don’t rebound into the 
face of the operator. “Four 
Cup” design locks machine 
firmly in place. Top adjusts 
to fit practically every type 
of office machine. 








Since Tiffany means 
increased efficiency and 
longer stand life, 
it's management's biggest 
office machine 


stand value. 





Tiffany... 


7350 FORSYTH 
$T. LOUIS 5, MO 


Stand Co. | 
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BUY 
CARBON PAPER FOR THE TROPICS 


that is made to be used in temperatures 
of 85 to 100 degrees Fahrenheit 


(without rollmarks or smutting.) 


Where it is necessary to use 
carbon paper in the tropics, USE 


Kee lox, DRI KLEEN CARBON. 
CLEAN IN ANY TROPICAL TEMPERATURE 


NO SOILED CLOTHES, 
CLEAN RECORDS, 
NO INCONVENIENCE, 
BUT 
PERFECT EFFICIENCY. 





MANUFACTURED IN 4, 5, 6 AND 8-LB. WEIGHTS 
Genuinely BONE CLEAN. 





Will be pleased to send Samples Free. 
EXTRA discount to Foreign Buyers. 


KEE JOX, EXPORT DEPT. 


ROCHESTER 1, N.Y., U.S.A. 
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KLOPP COIN COUNTERS and 


COIN SORTERS WOW offered to DEALERS 
ON A BRAND NEW 


SALES PLAN... 


praBle! 


of 
gf 


WRITE — WIRE — PHONE 


“\ gopay! 


pr 


4 
‘ 
é 
¢ 
¢ 


“You can now get in on the 
most profitable sales plan 

on coin handling equipment we 
have ever offered to dealers. It’s 
simple —it’s effortless and very 
profitable. The market is tremen- 
dous and growing daily. Don’t 
delay. Be the Dealer who cashes 
in on the many sales in your area. 
Write — Wire or Phone Today. 


KLOPP encineerine INC. 


P. O. Box 134 Plymouth, Mich. 
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MONROE makes News with 
a NEW Big-Profit-Maker for Dealers 





may 


~y / 
_ h 
RB na 
* ate 


&, 
The NEWEST, Finest 10-Key Adding Machine of them all! 


Here’s a profit-making combination you can’t top anywhere in business machines—Monroe prestige 
coupled with the newest, finest 10-Key Adding Machine on the market. Now, with the Monroe name 
to go with the big and growing demand for 10-key machines, dealers have that great, extra profit 
opportunity that comes only with an important new development in the field! Start adding extra 
profits with the Monroe 10-Key Adding Machine now. 

ee Fe 


Monroe Calculating Machine Company, Inc. 
Deoler Sales Division, 555 Mitchell Street, Orange, N. J. 


Tell me how | con cash in with the popular, fast-selling Monroe line. 


P.S. The new 10-Key is an able running mate to 
Monroe's complete line of adding machines 
and calculators. If you're not already cashing 
in on this fast-selling line, now's the time to 
investigate. Monroe is your big profit oppor- 
tunity in the business machine field. 


NAME 
COMPANY 


STREET 


MONROE CALCULATING MACHINE COMPANY, INC., Orange, N. J. city 
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SPEED-O-PRINT 


Worlds Finest Duplicators 


AT THE 


Worlds Lowest Prices 


Liberator 300. 
Electric 


#3495° 


(PLUS EXCISE TAX) 


Truly the finest in Duplicating equipment. A 
machine for hairline registration—with heavy- 
duty- standards. Inspect its operation and you'll 
find it is truly the World's Finest Duplicator. Avail- 
able in futuramic grey or black wrinkle finish 
with open cylinder automatic dual brush inking. 


Liberator 200 
Wanual 


AUTOMATIC FEED 
#77950 


(PLUS EXCISE TAX) 





registration dupticater a newer high in stand- 
ards to be found only in the Liberator 200. 


NEW 1954 MODEL 


Liberator 100 
WManual 
AUTOMATIC FEED 


613950 


(PLUS EXCISE TAX) 


SPEED-O-PRINT 
Corporation 


BEAUTY 
DEPENDABILITY 
PERFORMANCE 


SAVES TIME— SAVES MONEY 


Reproduces forms, tetters, bulletins, 
memos, post cards, manuais. In fact, 
anything that may be typed, drawn, 
traced or re ona ; 
A duplicator that has been time 
tested to produce millions of copies 
free of service. ; 
POST CARD TO LEGAL SIZE 
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"Uk dere... For More Sales 


at Lower Cost... 


SALESMAN’S FOLDING TRUCh 


For Business Machine Dealers 


e It Collapses Flat and is Easy to Carry in Any Car 
@ Solves your Parking Problems—Will Roll Anywhere 
© Walk Right In Ready to Demonstrate To Prospect Any Place 


PRACTICAL ¢ STURDY e¢ EFFICIENT 


The ‘'Regular'' for Average Weight Loads. 
For SALES and SERVICE 


The ''Heavy Duty" for Heavy Rugged Service. 


It Sets Up or Collapses in ONE Second, Blindfolded. 


Horch What They Say... 


@ ''Paid For Themselves Quick—Ship Us | More @ ''Can Now Follow Prospect Anywhere—This Is 
Each Size." Tremendous Advantage." 


@ ''No More Parking, Service, or Demonstrating @ "Saved Us Over $100 This Month On Delivery 
Problems—Worth Weight In Gold." Labor—! Man Instead of 2."' 


@ "Couldn't Do Without Them—lIncreased Sales @ ''Can Now Demonstrate Anytime — Anywhere, 
50%."° Instead of Looking For A Crowded Space." 


@ "Has "ut New Life and Pep In Our Service and @ "Call On 3 Times More Prospects—Still Looking 
Salesmen."’ Clean, Refreshed and Peppy." 


@ "A Marvelous Award Or Present To Insure More Profits For All." 
ORDER TODAY! or Write for Details — May we 


ship you one or more on approval? If NOT 100% 
SATISFIED JUST RETURN AT ONCE AT OUR EXPENSE. 


The Federal Cash Register Co., P.O. Box 2265-A Kansas City, Mo. 








*ACCO-bound Papers are SAFE Papers” 














ACCO 


FASTENER 





The ACCO Unit System of Filing 


~—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
2%," centers, is 

filed with the 

established file 

unit for ‘“‘custo- 

mer” or “subject” 

and stays in file 

indefinitely, a 

secure ACCO- 

bound unit. 


When reference is required the 

bound unit is drawn from file with 

assurance that all related papers are 

together, in proper sequence, and 
protected from 
loss or misplace- 
ment in the ref- 
erence and hand- 
ling that may 
follow before the 
file is returned to 
its drawer or cab- 
inet. 


Basic Accessories to ACCO Unit Bindin g: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 34” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 


No. 10 - 23/4centers (1/,”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


,ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
; In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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SALONS) ELECTRIC 
ADDING CALCULATOR 





At ilast! 
Model 909U (Illustrated) Capacity 9/10 $496 


% An Electric Adding Calculator at Model 912U Capacity 12/13 $598 
g 
manual machine investment. “Unilectric” Manval models also availble in 6/7, 
9/10 and 12/13 capacities 
actually costs less than other manually 


operated machines. Plus Computing 


* Asolution of the “help” problem: Machines, Inc. 
“Unilectric” operators learn quicker, produce = 5 Beekman Street, New York 38, N. Y. 
more, stay happier, longer in their jobs. Telephone REctor 2-0045 





Plus Computing Machines, Inc. 
Dept. A-1, 5 Beekman St., N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 


Service available throughout the 
United States, Canada and 85 
Foreign Countries 


Name 
Company 


Address 


a State 
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Make It The Biggest Bonus Ever— 
Give It In U. S. Savings Bonds 


If your company is one «f the more than 
45,000 companies that have the Payroll Sav- 
ings Plan you know what your employees 
think of Savings Bonds—they spell it out 
for you every month in their Savings Bond 
allotments. 

If you don’t have the Payroll Savings 
Plan, and are wondering whether your 
people would like to receive their bonus in 
Bonds, here are a few significant facts: 

every month, before they get their 
pay checks or envelopes — 8,000,000 
men and women enrolled in the 
Payroll Savings Plan invest $160.- 


000,000 in U. S. Savings Bonds. 
—the ranks of Payroll Savers are 
growing: On June 30th sales of $25 
and $50 Savings Bonds, the sizes 
purchased chiefly by Payroll Savers. 
were 6% and 9% higher than in 
the corresponding period of 1952. 
It costs no more to give your Christmas 
Bonus in Savings Bonds. To the Payroll 
Saver, a One Hundred Dollar Savings Bond 
looks bigger and better than a check for 
$75. Make this a merrier Christmas for 
every employee. Give the gift that keeps 


on giving. 


The United States Government does not pay for this advertising. The Treasury Department 
thanks, for their patriotic donation, the Advertising Council and 


THE OFFICE 
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**Easy View'’ curved 
window shows each 
amount rung up. 


New ribbon printing me- 
— — —— 
and qub le cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning’’ 
push button operation 
with keys scientifically 
designed and bered 
for minimum finger and 
eye fatigue. 





A masterpiece of stream- 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 
IS THE MOST 
Here at last is the all-purpose BEAUTIFULLY DESIGNED 


machine specifically designed for 

those small and average-size merchants CASH REGISTER TODAY! 
who comprise the bulk of your volume market! 

A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field... 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. REGNA 
GET ALL THE FACTS ager ! 
FILL IN COUPON 
: Regna Cash Registers, Inc. 
175 Fifth Avenue New York 10, N. Y. 


Gentiemen: 
Please rush more information on the new Regna and tell me 
how | can become a Regna dealer. 











Address 
City. Zone. State. 








| 

| 

| 

Nome | 
| 

x 
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Best 
Wishes 


for 


He 
O Slits, 


Season 
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instantly changeable type for 
print-like’ stencil duplication 


Now your mimeo duplicator can function as your own 
private little printing plant. The Vari-Typer Stencil-Writer 
will supply the type in all the sizes and styles you need 
to produce your own forms, bulletins, mailing pieces, 
parts lists and hundreds of other jobs you once sent to 
the printer. The economy is amazing. You get more copy 
with greater legibility on a single stencil and cut your 
costs way down in running time, materials, postage, etc. 
A Vari-Typer Stencil-Writer pays for itself in a short time. 
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HERE ARE JUST A FEW OF THE MANY 
FACES YOU CAN HAVE IN YOUR 
NEW VARI-TYPER STENCIL-WRITER. 


® BOLD FACES for Headings 

BOOK Types 

for Literature 
PRINT Styles with Italics 
TABULAR WORK Type Styles 
CONDENSED FACES for small areas 
FORMS TYPE STYLES 
POREIGN Languages, too 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. | 


Please send me Vari-Typer Booklet No. 324. 


ZONE....STATE 


esiatenscnasiosnenainetieaninamee wil 


45 





ELECTRIC AND HAND i 1@) ©) ae 

CAPACITIES - SLIST BTOTAL. - 9LIST. 9 TOTAL. = 10 LIST. 11 TOTAL 
DIRECT SUBTRACTION 

CREDIT BALANCE 

SEMI-AUTOMATIC MULTIPLICATION 

SHORT-CUT MULTIPLICATION 

DISCOUNTS 

ADDED PERCENTAGES 

AUTOMATIC TOTALS & SUB TOTALS 

UNIVERSAL MOTOR AC & DC 


| ) l \ LIA for fast exact figuring / 


DISTRIBUTORS IN USA 


EASTERN COAST: J: E. ALBRIGHT & CO. - 8633 BROADWAY 
NEW YORK 3, N. Y. 


MIDOLE WEST RELIABLE TYPEWRITER & ADDING MACHINE CO. 
303 WEST MONROE STREET - CHICAGO 6, ILL. 


WESTERN COAST. CALIFORNIA TYPEWRITER EXCHANGE 
1260 WEST 2ND STREET-LOS ANGELES 26, CALIF 


For other Countries apply to 


FABBRICA ADDIZIONATRICE ITALIANA S.A. - VIALE UMBRIA 36 - MILANO (Italy) 
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aa rc = SMEAD'S && 
ILE BINDER 








FOR OFFICE EFFICIENCY 


IT’S A NATURAL FOR A CREDIT FILE 
Reads Like a Gook.... Grows ae Needed 


All important credit information bound in one file—stenographic copies can 
be made with ease—by merely turning the flap or cover back to form an 
easel. The double back of the Filebinder is sufficiently strong to stand erect— 
even under weight of heavy correspondence. 
Papers need not be removed from Smead's Filebinder when used in a Line-a- 
Time. Simply fold the cover of the Filebinder back and insert the entire 
Filebinder Furnished in red, blue, green, goldenrod, redrope and manila colors. 
WRITE FOR FREE SAMPLES 
PATENT NO 1.622.753 


MANUFACTURING CO., INC.; HASTINGS, MINNESOTA 








“For fast, easy figuring, I'll take 
a Marchant Figuremaster 
...any day!” 


“Since we put in Marchants, 
we not only get more work 
out, it costs less, too.” 


\ 4 





“TiGuremasyer 


Has more time-saving, built-in 
automatic features and 
accuracy control per dollar 
of cost than any other 
calculator available. 








MERICA’S FIRST 





The MARCHANT MAN in your phone book will be happy to show you, on 
your own work, that the FIGUREMASTER delivers maximum figure output 
with greatest operator convenience. Call him or mail this coupon with 
your business letterhead to get your free 
Guide to Modern Figuring Methods. . . ..... 
Complete Information about the FIGUREMASTER . . . [] 


MARCHANT CALCULATORS, INC. -« Oakland 8, California 09 
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ao ‘A a ‘ ° 
Counts cash quicker 
than Wives even! 


For many years banks have been 
counting currency and checks with the 
Tickometer ... because it counts eight to 
ten times faster than experienced tellers 
... Saves hoursin striking daily balances. 


Today this machine has replaced 


tedious hand counting in thousands of 


Companies —saves time and money. 


The ‘Tickometer counts coupons, 


= PITNEY-BOWES 


cards, transfers, sales slips, labels, tabs, 
tickets, at from §00 tO L000 pieces per 
minute...feeds and stacks automatically, 
records part and whole runs. 
Optionally the Tickometer can be 
used to rubber stamp, imprint, number, 
Makers of 
food and drug products code labels and 
packages with it, to prevent imitations, 
to identify 


date, cancel—as it counts. 


inspectors, lots, grades, 
special orders. 

Tickometer does 
not require trained operators. Rented, 


rather than sold, it calls for no 


Easy to use, the 


large outlay, pays for itself 
Call nearest PB 
or send for free 


promptly. ( 
office, 
booklet or case studies. 


TICKOMETER 


Made by rhe originators of the postage meter .. 


= Counting & Imprinting Machine 


. offices in 93 cities in U.S. and Canada. 


PITNEY-BOWES, INC. 3498 Pacific St. 
1) Send Vickometer booklet 


Name 


, Stamford, Conn. 
(1 Send case studies 





Address 
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Why more leading companies are turning to open-shelf filing. . . 


It saves over 50% in space and filing 
time...75% in equipment costs. Here’s 
what an executive of a prominent com- 
pany has to say about open-shelf filing: 

“Open-shelf filing has been used by 
our company for over 14 years. The 
cost of our open-shelf files was approx- 
imately 50% of the cost of file cabinets 
on a per filing-inch basis. We have not 
had one penny of upkeep cost since 
their installation. (The cost today would 
be just 25% of the cost of five-drawer 
file cabinets on a per filing-inch basis). 

From the standpoint of efficiency 
there is no comparison between filing 
folders on shelves and filing folders in 
cabinets. When we originally studied 
this problem we found that most of a 


girl’s time was spent in opening and 
shutting the file drawers. By actual time 
study we found that pulling folders 
from the shelves is 53% faster.” 

For the greatest filing efficiency, 
either in alphabetic, numeric or ter- 
minal digit filing systems, shelves eight 
tiers high with a 30-inch aisle space are 
recommended. This arrangement will 
permit a saving of over 50% in space 
compared to five-drawer file cabinets. 
Here are the facts: 1. Saving in space — 
50%. 2. Saving in time — 53%. 3. Sav- 
ing in cost — 75%. 

For more information, write to Rem- 
ington Rand, Room 1499, 315 Fourth 
Ave., New York 10, N. Y. Ask for the 
free booklet “Shelf Filing,” LBV626. 


Remington. Brand 


PROFIT-BUILDING IDEAS FOR BUSINESS 











A SYSTEM OF 
RECORDS MANAGEMENT 


HERMAN LIMBERG 


Chief, Training & Education Section, Division of Analysis, Bureau of the Budget, City of 
New York. 


S BUSINESS administration ad- 

vances, the variety and volume of 

its records tend to increase, to pose 
problems in terms of manpower, space 
and equipment. To cope with these prob- 
lems, a body of principles and _ tech- 
niques governing the scientific manage- 
ment of records has been developed. 
These have proven their practicality 
and effectiveness through extensive ap- 
plication in both business and govern- 
ment. 

Prior to the advent of records man- 
agement, records were generally retained 
indefinitely with little attention to the 
need for their retention or the costs en- 
tailed. As the volume of records grew, 
facilities for their maintenance were 


provided either by procurement of addi- 
tional space and equipment or by spor- 
adie disposals of old records without 
regard to their value. Neither recourse 


was efficient. Expenditures for addi- 
tional filing facilities were often un- 
necessary and the unsystematic disposal 
of old records often resulted in the Joss 
of needed data. The objectives of ree- 
ords management are to provide stand- 
ards for the maintenance, retention and 
preservation of essential records, the 
orderly and systematic disposition of 
obsolete and useless records, and deter- 
mination of requirements for filing fa- 
cilities. 

The first step in establishing a ree- 
ords management program is the desig- 
nation of a records officer with adequate 
authority and responsibility to direct 
the activity. The records officer may be 
a member of the management planning 
or control staff, or he may report di- 
rectly to top management. In any event, 
he should oceupy a position high enough 
in the organization to insure effective 


THe Orrice—December, 1953 


fulfillment of his mission. He should 
have a thorough knowledge of the 
policies, activities and types of records 
of his organization. 

In large organizations, a records of- 
ficer should be designated in each de- 
partment, directly under the department 
head, to conduct the reeords manage- 
ment activities in conformance with 
established policies and procedures. Fur- 
ther decentralization may be effected, 
where necessary, by the assignment of 
records personnel in major departmental 
subdivisions to perform similar fune- 
tions. After the program has been estab- 
lished and its essential phases have been 
completed, it will not generally require 
the full time of departmental records 
personnel to maintain it. 

In addition to a chief records officer 
and departmental records officers, it is 
frequently desirable to set up a ecom- 
mittee on records retention, consisting 


Part of the file storage section of United Air 
Lines showing Liberty Siorage Boxes made by 
Bankers Box Co. 


51 


























of executives with final authority to 
establish retention schedules and other 
disposition of records. Of major im- 
portance to a records management pro- 
gram is the provision and maintenance 
of a low cost, well equipped central 
records center or storage area for hous- 
ing those records which need not be kept 
in active office files, and for servicing 
requests for reference to such records. 
The kind of equipment and ~acilities 
recommended for a records center or 
archives is described in the following 
excerpt from a report, Preservation and 
Destruction of Records, published by 
the Edison Electrie Institute: 

“The building or space in a building 
should be of fireproof construction, and 
if possible, should be located near the 
center of the company’s territory and 
adjacent to transportation facilities. 
The space should be divided into three 
main divisions: an office, a receiving 
and sorting room, and a large room for 
storage. Steel shelving of standard 
depths should be used in the general 
record room and it should be not more 
than ten feet in height so that all ree- 
ords may be easily accessible, Those ree- 
ords which are not bound should be 
stored in some kind of container. It has 
been found from experience that a fibre 
board box, of which there are several 
types on the market, can be used for 
this purpose very advantageously be- 
sause of its cheapness and weight. Other 
miscellaneous equipment needed will be 
step ladders, trucks, sorting tables, a 
desk for the supervisor, and tables for 
the use of those who may wish informa- 
tion from the records. Suitable lighting 
and ventilation should also be given very 
-areful consideration.” 


While the foregoing description pro- 
vides a general guide for equipping a 
records center, the extent of the facil- 
ities required will depend on the size of 


oa 


Oxford Steel Front Storage Files are used by 
Rundle-Spence Mfg. Co. in Milwaukee. 


the enterprise, volume and type of rec- 
ords to be stored and scope of activity. 
Responsibility for the operation of the 
records center should be assigned to a 
supervisor under the direction of the 
central file and records department. In 
some instances, the use of the facilities 
and services of an independent business 
archives and records organization may 
be desirable. 

The basic tool of records managment 
is the records retention schedule which 
consists of a listing of all records by 
departments and major subdivisions and 
the retention period for each. It pro- 
vides the basis for determining when 
records may be transferred to the ree- 
ords center and when they may be 
disposed of. 

For the purposes of retention and 
disposition, records may be generally 
grouped into the following four classi- 





fications: 


BEFORE AND AFTER views of the file storage room in a Pittsburgh bank. The time saved in 
references more than paid the cost of the Shaw-Walker Lifetime Steel Transfer Cases (lower 
photo) within eight months. 
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1. Active. Records which must be re- 
tained in the office for current use. 

2. Inactive. Records to which refer- 
ence is made occasionally with varying 
degrees of frequency and which need not 
be retained in the active files. 

3. Historica. Records which are not 
required for either current use or oc- 
casional reference but which are of in- 
terest and value for academic research. 

4. OBSOLETE AND USELESS. Records 
which have no further value for either 
administrative or historical purpose and 
may be disposed of by destruction or 
sale as wastepaper. 

Procedures for administering a rec- 
ords management program include the 
following essential steps: 

1. Preliminary inventory of all ree- 
ords to ascertain the number and variety 
of records, their location and the filing 
equipment and space they presently oc- 
cupy. 

2. Appraisal of each type of record 
to establish a retention period for each. 

3. Establishment of a records reten- 
tion schedule for all records by depart- 
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One of three installations of Dolin Steel Trans- 
fer Files at Hamilton Standard Propeller Div., 
United Aircraft Corp., Windsor Locks, Conn. 
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RMP 2 


RECORDS INVENTORY 
WORK SHEET 





Department 


Division 


Section 


Sheet No. 
Date _ = 
Prepared by 


Location 





Record Title 





Record Description 








Retention Period 
Active _ years 


Inactive —___ vears 
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Form RMP 2 (see page 56) 
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EQUIPMENT RECAP 





(8) 
Type of Equipment 


(IT) (12) 
Drawers Released Drawers Required 
By Destrn| Current | Ann. Exp. 



























































Reverse of Form RMP 2 (see page 55) 
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RECORDS CONTROL 


DEPARTMENT RETENTION PERIOD 


RECORD TITLE 
ACTIVE INACTIVE TOTAL 


| Teas 


Form RMP 4 


me 5 CHARGEOUT AND FOLLOW UP CONTROL 





DEPT. OR OFFICE REQUESTOR 





FOLLOW UP DATE DATE RETURNED 








AOORESS 








COMPLETE DESCRIPTION OF RECORD AND DATE 

















ate below 





ye 





ment and major subdivisions. The sched- 
ule should be approved by a designated 
company officer or committee on records 
retention. 

4. Detailed drawer-by-drawer inven- 
tory, based on the retention schedule, to 
determine which records should be re- 
tained in the active files, which should 
be transferred to the records center and 
which should be disposed of. 

5. Boxing and transfer of inactive rec- 
ords to the records center. 

6. Authorization (by designated officer 
or committee on records retention) of 
the disposition of obsolete and useless 
records. This authorization should indi- 
cate the manner of disposition, i.e., by 
sale, destruction, or otherwise. 

7. Disposition of obsolete and useless 
records. 

8. Determination of filing equipment 
and space requirements. 

9. Periodic follow-up which inelndes 
review of retention schedules, transfer 
and disposition of records, ete. 

10. Proper maintenance and use of 





the facilities and services of the records 
center. 

11. Establishment and maintenance 
of a central pool of surplus filing 
equipment, which may be released by 
transfer and disposition of records, for 
filling future requirements. 

Included with this article is a set of 
forms and instructions for their use in 
installing and administering a records 
management program. This set consists 
of: 

RMP 1—Preliminary Records Inven- 
tory and Appraisal. 

RMP 1a— Instructions 
Form RMP 1. 

RMP 1b — Instructions for Prepera- 
tion of Records Retention Schedule. 

RMP 2 — Records Inventory Work 
Sheet. 

RMP 2a——Instructions 
Form RMP 2. 

RMP 3—Use of the Facilities 
Services of the Records Center. 

RMP 4—Records Control Index. 

RMP 5—Chargeout and Follow up 
Control. 

These forms and instruction sheets 
constitute the main elements of a pro- 
cedure manual for records management 
which may be adapted to specifie needs. 
Many additions as well as refinements 
may be made as the program develops 
and produces results. For example, the 
use of microfilm may be considered after 


for Use of 


‘or Use of 
f l f 


and 


. 


After 
all the 


microfilming, 
records in 
the room shown in 
the smaller photo 
occupy only part of 
the LeFebure Port- 
able Microfilm Stor- 
age File at right. 
The LeFebure stand 
allows the microfilm 
reader to be easily 
moved about. 
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An installation of Diebold Safe-T-Stak Steel Transfer Files for a Philedelphia office. 


been estab- 
should be 


a retention schedule has 
lished. Filing systems 


analyzed, simplified and standardized. 


Retention periods for records ¢ommon 
to several departments should be stand- 
ardized. Coordination of forms control 
and records management activities 
should be effectuated. Provision may be 


made for noting, on each form, the pe- 
riod for which it is to be retained. 

The review of records which the pro 
gram entails also provides opportunities 
for effecting improvements in organiza- 
tion, methods and procedures, forms, 
utilization of space and equipment, and 
in overall operations. 


RPM 1a: INSTRUCTIONS FOR USE OF FORM RMP 1 
PURPOSE OF FORM RMP 1—PRELIMINARY RECORDS INVENTORY 
AND APPRAISAL. 

Form RMP 1 will be used by the Departmental Records Officer as a work sheet 
for the compilation of data indicating the scope and extent of the records activity of 
the department and for the appraisals upon which a records retention schedule will 
be based. 

PREPARATION OF FORM RMP 1 

Form RMP 1 should be prepared for each organizational unit which maintains 
its own records. 

With the exception of Columns 9 and 10, the data called for on Form RMP 1 may 
be inserted either by the Records Officer or by the head of the organizational unit 
responsible for the records. This form should be prepared in triplicate (1 copy for 
Records Officer, 1 copy for Unit Head and 1 copy for the Records Management 
Section). 

COLUMN |: Title by which record is known and can be distinguished from other 
records. 


COLUMN 2: Indicate whether file cabinets, transfer cases, shelves, card cabinets, 
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etc. Where cabinets or transfer cases are used, indicate size and whether wood, 
metal or fiber. Use following symbols: W—Wood; F—Fiber; M—Metal; C—Letter 
Size; L—Legal Size. For card cabinets show actual size, such as 5” x 3", 6” x 4”, 
6”: x 5", ete. 


COLUMN 3: Show number of drawers, cases or shelves now used for present accu- 
mulation of the particular record. 


COLUMN 4: Show number of drawers, cases or shelves now required for annual 
additions to the particular record. 


COLUMN 5: Column 3 plus column 4. 


COLUMN 6: Show, in square feet, the amount of space occupied by filing equip- 
ment used for present accumulations of the particular record. 


COLUMN 7: Show, in square feet, the amount of space occupied by, or needed om, 
filing equipment for annual additions to the particular record. 


COLUMN 8: Column 6 plus column 7. 


COLUMNS 9 AND 10: These columns will be used by the Records Officer to indi- 
cate proposed retention periods based on an appraisal of each record. Column 9 will 
show the number of years the record should be retained in the office, column 10 will 
show the number of years the record should be retained in the Records Center. 
After review, adjustment (where necessary), and acceptance of the proposals, the 
data shown in these columns will serve as the basis for the preparation of a Records 
Retention Schedule for the department. 


RMPIb: INSTRUCTIONS FOR PREPARATION OF RECORDS RETENTION SCHEDULE 


PURPOSE OF RECORDS RETENTION SCHEDULE 


The Records Retention Schedule is the basic tool for effective records manage- 
ment. It contains a listing of all the records of each department and the retention 
period for each record. It provides the basis for determining when inactive records 


Casualty underwrit- 
er's correspondence 
file at Travelers In- 
surance Co., Hart- 
ford, Conn., contains 
200,000 Smead stand- 
ard individual file 
folders with standard 
Smead guide units 
and pending guides 
(See cover.) 


Tue Orrice—December, 1953 





# 
bd SILK SPUN CARBON PAPER 
all Created to deliver 
\ ya % superb performance; 


Dedicatedto realoffice 
efficiency; Revolution- 


" ary in concept and 


& 


MOG Von 


r 
4 


k 


MIRACLE NYLON RIBBON 
Fabulous wear and a 


a \ \ \\ | : ,uijd 
ao 00/0) i Olen 
] } XO 
\ N 
/ eo. 
e ls razor sharp write make 
‘VW O F-100 and_ F-100-B 
your best ribbon buys 
SS e for performance and 
e/ * 


economy. Try one to- 
day —free. 


x 4 

TACKLESS PENCIL CARBON 
paper excels four % 
ways: 1. No stickiness. 
2. More sharp, clean 
impressions. 3. No 
curling or slipping. 4. 
Deep-down manifold 
ability without smudg- 
ing. Get M & V Tack- 
less for sparkling per- 
formance. 


* 


a 
ary 
% 


M & V products are made to exacting specifications for pre- 
mium performance and lasting service. That’s why we rec- 
ommend these star performers for every typing job without 

* hesitation to the most cost-conscious office manager! The 
® most critical typist will be utterly pleased. And you will be 
4proud indeed of the outstanding results. Try these M & V 


supplies in your own office, on your own work for true office 
economies! 


@ SEND FOR FREE SAMPLES! 


MITTAG & VOLGER, INC. : how stnece 


RUSH SAMPLES IMMEDIATELY! | use a Regular [1] 


Noiseless [] Electric (] typewriter and usually make copies. 
NAME 
ADDRESS 


city ‘ ZONE STATE 


There cre______ typewriters in our office. 





may be transferred to the Records Center and when they may be destroyed as 
obsolete and useless. 


PREPARATION OF RECORDS RETENTION SCHEDULE 


The first step in the establishment of the Records Retention Schedule is the ap- 
praisal of each record listed in Column 1 of Form RMP 1 and the determination of 
the retention period which is then entered in Columns 9 and 10 of Form RMP 1, 
Among the factors to be considered in determining retention periods are the nature 
and use of the record, the frequency of reference thereto, the existence of duplicate 
copies or similar data within the department or elsewhere, and legal retention 
requirements. After the retention periods shown in Columns 9 and 10 of Form 
RMP 1 have been approved by the heads of the organizational units responsible for 
the preparation and maintenance of the department’s records, the departmental Rec- 
ords Retention Schedule should be prepared and approved by the department head. 


RECORDS RETENTION SCHEDULE SHEET NOs 71 OF SHEETS 





DEPARTMENT TAPPROVED BY | TITLE DATE 





Retention Pericd 





Division, Section, etc. Record Title - 
Active | Inactive 
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Se = = 


~ Retention P ‘eriod 





Division, Section, etc. Record Title 











pith cine Continuation sheet 





A standard form, size 844” x 11”, as per the attached illustrations, will be used in 
preparing the Records Retention Schedule. The signature of the approving official 
will appear at the top of the first sheet. Record titles should be arranged alphabeti- 
cally for each Division, Section, etc., in which the records are used or maintained. 
Five copies of each Retention Schedule will be forwarded to the Records Manage- 
ment Section; one of these copies will be filed at the Records Center. 

RMP 2a: INSTRUCTIONS FOR USE OF FORM RMP 2 
PURPOSE OF FORM RMP 2—RECORDS INVENTORY WORK SHEET 

Form RMP 2 will be used for the compilation of a detailed inventory of depart- 
mental records after the Records Retention Schedule has been established. The data 
shown on Form RMP 2 will serve as a guide for the designation of records to be 
retained in the office, inactive records which can be transferred to the Records Cen-. 
ter, and obsolete und useless records which can be destroyed. The completed Form 
RMP 2 will provide the department with an index to its records in the Records 
Center as well as data for the determination of its filing equipment requirements. 


PREPARATION OF FORM RMP 2 
Form RMP 2 will be prepared in duplicate for each Record Title listed on Form 
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This three-dimensional 
window display for the 
Christmas season is one of 
the many sales aids fur- 
nished to Burroughs .dealers 
throughout the year. 


| Burroughs adding and cash registering 
machines are world-famous for fast, 
accurate, dependable performance. They 
bear the most respected name in the busi- 
ness machine field, and the demand for 
them yearly grows bigger. Dealers who 
handle the Burroughs line find that filling 
the demand is substantially profitable. 
Burroughs dealers have the added advantage of a 
consistent program of national and trade advertising 
... timely merchandising kits and display material . . . 
newspaper mats... radio and television commercials 
direct mail pieces . . . and on-the-spot sales 
assistance through local Burroughs branches. All 
help to make Burroughs the best line for you. 
Get in touch with your nearest Burroughs branch 
for all the facts about the Burroughs dealer plan, or 
write Burroughs Corporation, Detroit 32, Michigan. 
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RMP 1—Preliminary Records Inventory and Appraisal. 

LOCATION: Indicate building, room number and other pertinent information 
which will facilitate locating the area in which the record is maintained. 
RECORD TITLE: Title by which the record is known and can be distinguished 
from other records. (Same as shown in Column 1 of Form RMP 1.) 

RECORD DESCRIPTION: Show use or purpose of the record and how it is filed 
(e.g., alphabetically, numerically, chronologically, alphabetically by year, numerically 
by year, etc.). 

RETENTION PERIOD: As shown in Records Retention Schedule. (Active means 
number of years to be retained in the office, inactive means number of years to be 
retained in the Records Center. Retention period does not include the current year.). 


COLUMN |: Indicate whether file cabinets, transfer cases, shelves, card cabinets, 
etc. Where cabinets or transfer cases are used, indicate number of drawers, size and 
whether wood, metal or fiber. Use following symbols: W—Wood; F—Fiber; M— 
Metal; C—Letter size; L—Legal size. For card cabinets show actual size, such as 
3,0: 2t', 8" = 3’, ee. 

COLUMN 2: File drawers should be numbered in sequence before the inventory is 
begun. The numbering system generally used consists of a prime number for the 
cabinet and a subsidiary number for each drawer, beginning with the bottom drawer 
and working up. Where other types of filing units are used (such as transfer cases, 
boxes, shelves, etc.), they should be similarly numbered. Numbered labels or adhe- 
sive marking tape should be used as markers. 


COLUMN 3: Show the year or years covered by the record contained in the 
drawer. 


COLUMN 4: Show the alphabetical or numerical range of the record contained in 


the drawer (e.g., A-G, #600-748, etc.). 


The data shown in Columns 1 through 4 will comprise the inventory of records 
presently maintained in the office. The information to be entered in Columns 5, 6 
and 7 will provide the basis for segregating the records, in accordance with the 
Retention Schedule, into separate groupings for disposition as “obsolete and useless” 
(Column 5), retention in the office as “active” (Column 6), and transfer to the Rec- 
ords Center as “inactive” (Column 7). 


COLUMN 5: Show the year(s) of the records to be destroyed. This information 
will provide the basis for designating the drawers from which such records will sub- 
sequently be withdrawn for destruction, and for preparation of the “List of Records 
to be Destroyed.” 


COLUMN 6: Show the year(s) of the record to be retained in the office. 


COLUMN 7: Show the year(s) of the record to be transferred to the Records Cen- 
ter. This information will serve as the basis for designating the drawers from which 
such records will be removed, and for determining the number of cartons required 
for transferring such records to the Records Center. (It is estimated that 2 to 3 
cartons will be required for each file drawer.). 


COLUMN 8: The insertion of data in this column will generally be the last step in 
completing Form RMP 2. After Columns 1 through 7 and 9 through 13 have been 
filled in, the Departmental Records Officer will compile all of the RMP 3 forms for 
inventoried records, determine the total number of transfer cartons required, and 
communicate with the Records Center to obtain the cartons and schedule the trans- 
fer of the records. Transfers of records may be scheduled by Division or Section. It 
is not necessary to complete a department-wide records inventory before arranging 
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for the transfer of inactive records to the Records Center. 

As the inactive records are withdrawn from the files and placed in the transfer 
cartons, show for each carton (a) the year(s) covered by the record, (b) the alpha- 
betical or numerical range, and (c) the number of the carton in which the records 
are placed. 

In boxing records, it is desirable, wherever possible, to arrange the cartons in the 
sequence of the numbers which appear thereon and to box the records in chrono- 
logical and alphabetical or numerical order. 

From the data in Column 8 the Records Center will prepare its control record 
cards which are essential for the proper maintenance of the records stored there and 
for the processing of departmental requests for reference to such records. The origi- 
nals of the completed RMP 2 forms will be sent to the Records Center at the time 
the boxed records are transferred thereto. The duplicate copies will be retained by 
the Departmental Records Officer. 

The Equipment Recap will be based on the data shown in Columns 1 through 7 
and will provide the basis for determining the department’s filing equipment require- 
ments. 

COLUMN 9: Show separately each specific type of equipment. (See instructions for 
Column 1.). 

COLUMN 10: Show the total number of drawers (or shelves, etc.) for each specific 
type of equipment now used for this record. 

COLUMN lI1: Indicate for each type of equipment the number of drawers (or 
shelves, etc.) to be emptied by the transfer and destructior. of this record. 
COLUMN 12: Indicate the number of drawers (or shelves, etc.) of each type of 
equipment required for current accumulations and annual additions of this record. 
COLUMN 13: Show quantity of excess equipment (if any), contemplated disposi- 
tion, etc. 

As soon as possible after the completion of the RMP 2 forms for all of his depart- 
ment’s records, the Records Officer will prepare, in duplicate, an Equipment Recap 
for the department. This will be arranged in the same manner as the Equipment 
Recap section of Form RMP 2. The original of the departmental Equipment Recap 
will be forwarded to the Records Management Section. This information is required 
for the facilitation and coordination of the equipment control activities of the Rec- 
ords Management Program. 


RMP 3: USE OF THE FACILITIES AND SERVICES OF THE RECORDS CENTER 


Procedures are herein prescribed for the most effective use of the facilities and 
services of the Records Center. 


1. TRANSFER AND STORAGE OF INACTIVE RECORDS 


The Records Center will provide, upon request, prenumbered cartons in which 
inactive records are stored in the Records Center. Procedures for boxing records 
are set forth in RMP 2a. 

It is important that the boxing and transfer of records be completed in the 
shortest possible time after the cartons are received from the Records Center. 
Delays in boxing and transferring records result in breaks in the sequential num- 
bering system and hinder the effective utilization of storage shelves. Where delays 
occur, the Records Center should be notified immediately. 


2. REFERENCE SERVICE 


Departmental requests for reference to records stored in the Records Center 
may be made by mail, messenger or telephone. Such requests should include the 
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title and date of the record, the filing range (alphabetical or numerical), the 
organizational unit responsible for the record, and any other pertinent data which 
will facilitate location of the record. 

For each record requested a charge slip (Form RMP 5) is prepared in duplicate 
by personnel of the Records Center. Duplicate charge slips are sent with the 
records to the requesting office, and must accompany the records when they are 
returned to the Records Center. 

The Records Center maintains a messenger service for the delivery of requested 
material. Deliveries are made twice a day, at 11 A.M. and at 3 P.M. Special deliveries 
at other times are made when materials are urgently needed. Departments may at 
any time send their own messengers to the Records Center to pick up reference 
materials. 

When records are delivered to a department, the Records Center messenger will 
obtain the signature of the recipient on a delivery schedule form. At the time of 
delivery of materials, the messenger will also pick up any records which are to be 
returned to the Records Center. Departments should designate a central location 
in their offices for the deposit of records to be returned to the Records Center. 

Records obtained from the Records Center should be returned as soon as they 
have served their purpose. The Records Center will send a follow-up notice once 
a month to departments which have not returned such records. 


3. EVALUATION OF RETENTION SCHEDULES 

Reference requests will be tabulated annually at the Records Center to provide 
Records Officers with data showing the frequency of reference to inactive records. 
This information will serve as a basis for continuing evaluation of departmental 
records retention schedules. 
4. ANNUAL TRANSFER AND DISPOSAL LISTS 


Once a year Records Officers will receive from the Records Center a list of the 


records to be transferred to the Records Center and a list of the records which may 
be disposed of. These lists will be prepared in accordance with established reten- 
tion schedules. 


Remodeled branch 
office of Otis Eleva- 
tor Co. in Dayton, 
Ohio, showing Shaw- 
Walker Correct 
Seating Chairs and 
Silvertone island 
base desks with tan 
linoleum, _roll-edge 
tops. 
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HE SIXTH ANNUAL international 

meeting of the System & Procedures 

Assn. of America, held Oct. 19-21 at 
the Sheraton Hotel, Chicago, climaxed 
its year of greatest development. Regis- 
trations totaled 703. Indicative of the 
growing importance of systems manage- 
ment was the large number of non-mem- 
ber registrants, who came to learn what 
the association offered them in this age 
of constant business pressure. There is 
no doubt the provocative meeting con- 
vinced many of them to become mem- 
bers. 


At the SPAA meeting: Dr. H. H. Aiken of 
Harvard University; William R. Schulhof, 
editor of THE OFFICE; Leslie M. Mannasmith 
of Arthur Young & Co., program chairman. 


The program presented an interesting 
cross-section of various problems con- 
fronting offices today. While the high- 
light of the conference in attendance and 
intensity was Dr. H. H. Aiken’s address 
on electronic computers and their pos- 
sible applications to business, other less 
glamorous but more immediately press- 
ing office and industrial systems prob- 
lems received stimulating, active treat- 
ment during the three day schedule. 


Many Attend 


Sixth Annual 
Systems 


Comfort and convenience were of the 
high standard now customary at these 
meetings, with tables, notebooks, and 
refreshments at hand to facilitate note- 
taking and questioning at each session. 
The program book outlined each talk 
with a summary, charts and sketches 
plus pertinent information about the as- 
sociation. 


Total membership now exceeds 1200 
systems and procedures executives in 30 
chapters, six of which have been formed 
this past year, in the United States, 
Canada and Saudi Arabia. Introduced 
at this meeting was an informative 
brochure which attractively and fully 
describes the better systems management 
objectives of the association. A free 
copy is available from the national secre- 
tary whose address is below. 

The 1954 meeting will be held in New 
York. All inquiries about the association 
are weleome. Write the secretary, Frank 
W. Engle, Altes Brewing Co., 3765 
Hurlbutt Ave., Detroit 14. 


A session of the sixth international systems meeting in Chicago. 





To Control 
Office Work— 
Measure It! 


HENRY C. DeWITT 


Management Consultant, 
Methods Engineering Council, Pittsburgh 


O CONTROL the work of the cleri- 
eal office we must measure that 
work. It has been my experience 
that the clerical worker rarely can say 
“how many” or “how much” work has 
been accomplished, or how much time it 
takes to accomplish a unit of work, 
while the factory worker knows the ex- 
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act number of pieces she has made. This 
represents a fundamental difference in 
mental approach to their work. 

You may feel that this 1s because the 
werk of the office “is different.” All 
work is somewhat different as far as the 
end result is concerned. Some work 
produces cameras; some automobiles; 
still other work produces a typewritten 
report. The methods engineer does not 
study the making of products, he studies 
the making of motions. Viewed in this 
light, the work of the methods engineer 
can be applied to clerical work with 
the expectation of the same success that 
has been attained in the plant. 

A comparatively new tool is called 
methods-time measurement. It is a pro- 
cedure which recognizes a few basic 
motions that are used over and over 
again in varying combinations and se- 
quences to perform all manner of indus- 
trial work. The most important of these 
basic motions* are: ; 


1. Reach which transports the hand to 
a destination. 

2. Grasp which secures control of an 
object by the fingers. 

3. Move which transports an object to 
a destination. 

4. Turn which rotates the hand about 
the forearm as an AXis. 

5. Disengage which separates two ob- 
jects and is distinguished by involun- 
tary recoil. 

6. Position which aligns, orients and 
engages one object with another. 

7. Apply Pressure which is a notable 
but constant application of force, 

8. Release which relinquishes control 
of an object. 


In addition there are certain body, leg 
and foot motions such as sidestep, bend, 
stoop or kneel, sit, turn body and walk 
as well as eye travel and eye focus. Time 
standards have been determined for each 
of these basic motions, based upon ex- 
tensive analysis of industrial operations 


*From Methods-Time Measurement by Mav 
nard, Stegemerten and Schwab; McGraw-Hill 
Book Co., New York. 
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FILING TIME ALLOWANCES 


FILE 
ORIGINAL 
DOCUMENT 
(Hour) 
Make Ready 
per batch 
No. of Units 


006 


021 
042 
.083 
143 
.203 
388 
.753 
1.293 
1.833 


REPLACE 
FOLDER IN 
THE FILE 


(Hour) 


FIND AND 
REMOVE FOLDER 
FROM FILE 


(Hour) 


.007 .008 
.022 
044 
.087 


007 
014 
027 
045 
063 
108 
193 


An example of a time-value chart for a clerical operation. 


under all of the variable conditions. 

To use the standards, the method of 
performing a given operation is ana- 
lyzed to determine what motions are 
used. Each motion is classified with re- 
spect to the variables that affect it. 
For example, the variables that affect a 
reach are: length of motion, classifica- 
tion of motion and whether or not the 
hand was in motion at the beginning 
and/or at the end of the reach. As each 
motion is classified, it is recorded so 
that it may be subjected to further 
study. 

When all motions have been classified 
and recorded the time value for each 
motion is recorded from tables of pre- 
determined method-time data. These 
tables are quite compact and fit on a 
small pocket-size ecard. We do not have 
space to go into all the technical details 
of how MTM is applied. Let me cite 
just one example. 

To determine the clerical personnel 
required to operate a certain office, the 
clerical work of that office was studied 
and analyzed as described and the mo- 
tion pattern for each operation and pro- 
cedure determined and time valued. The 
table shows the time allowed for certain 
filing operations performed under the 
cireumstanees and econditions there 
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present. When we know the volume ot 
papers to be filed and the number of 
references made to the file, it is a matter 
of simple arithmetic to determine the 
clerical time necessary to accomplish 
the task. 

Please do not assume that this table 
ean be applied directly to your par- 
ticular filing operation. It was de- 
veloped under conditions present in the 
specific office studied which conditions 
would vary in different offices. How- 
ever, the approach and the plan under 
which this table was developed will ap- 
ply to any clerical situation. 

Internal forms are quite frequently 
poorly designed because no one with a 
knowledge of filing is consulted before 
they are drawn. The name or number, 
or whatever it is you are going to file 
them by, usually is buried down at the 
bottom or half-way down or somewhere 
which takes time to discover, increases 
the chances of error and should not be 
where it is in the first place. 

Recently we were asked to study a 
clerical operation that required the 
manual handling of an extremely large 
volume of coupons. These coupons had 
been widely distributed to the public 
and were used by them as part payment 
in the purehase of company products 
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Who is Responsible 
For Mediocre 
Duplicated Copies? 


Are they the fault of the operator or typist? Sometimes. 
But suppose they have not been properly trained. Or sup- 
pose no copy quality standard had been established. In 
either case, and in all fairness, they can not be held 
responsible. 

Some say mediocre copies come from mediocre equip- 
ment. That can be true but the fact remains that even the 
finest duplicator can turn out poor copies. 

Thus, in the final analysis, the responsibility here is the 
same as it is in all phases of business when second-rate 
performance creeps in. In short, the copy quality problem 
is the responsibility of management. 

How does management solve this problem? 
The answer lies in the proved procedure modern manage- 
ment almost always follows to solve similar problems. Here 
are the basic steps involved :— 





1. Job survey. In this instance, it is a complete listing of 
all the times and places when multiple copies of written, 
typed and drawn material are used .. . the number of copies 
required in each case .. . how and where the copies are 
distributed ... and the time limits for their production. 
2. Job procedure. In this case, it is evaluating and select- 
ing the duplicating equipment and supplies to produce the 
required copies at the lowest cost consistent with quality. 
3. Job standards. This requires accurate knowledge of 
what that equipment can do under normal operating con- 
ditions. Then comes setting obtainable standards that are 
practical and reasonable with the selected mechanical 
facilities and supplies. 

4. Job instruction. In this case it means teaching and train- 
ing selected personnel in all phases of the operating tech- 
niques required to produce copies that match the standards. 
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5. Job inspection. This is no more than another name for 
quality control. In this case it means keeping a watchful 
eye on duplicated copies to make sure they satisfy the job 
standards previously established. 





A. B. Dick distributor representatives are well-qualified 
to work with management in all five steps and welcome 
the opportunity. 

Take the “job standards” part of mimeographing for 
example. 

If you would like to know the quality of copies your pres- 
ent equipment can produce, ask your A. B. Dick distribu- 
tor representative to check it with the specially prepared 
“copy standard” stencil. The results will give you a true 
reading of all the factors involved. In addition you will be 
able to determine whether or not your personnel needs 
instruction in the techniques of MODERN mimeograph- 
ing. If such is the case, your A. B. Dick distributor repre- 
sentative can provide the instruction. Accept this as your 
invitation to call him. 

You will find your A. B. Dick distributor listed under 
duplicating machines in the classified section of your phone 


book. Or, write A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. 


A. B. Dick mimeograph products are for use with all 
makes of suitable stencil duplicating products. 


A-B-DICK 


i THE FIRST NAME IN DUPLICATING 
A. B. DICK COMPANY * 5700 TOUHY AVENUE + CHICAGO 31. ILLINOIS 
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Crowds lined up for 
the opening of the 
45th National Busi- 
ness Show in New 
York's Grand Central 
Palace. 


At the opening tape- 
cutting ceremony. 
L. to r., Rudolph 
Lang, managing di- 
rector, National Busi- 
ness Show; George 
W. Oliver Jr., presi- 
dent, Office Execu- 
tives Assn. of N.Y. 
and vice president, 
Thomas Collators, 
Inc.; Mayor Vincent 
R. Impellitteri; 
Thomas J. Watson 
Jr., president, Inter- 
national Business 
Machines Corp. and 
member of New 
York's 300th anni- 
versary committee; 
David E. Griesemer 
of Babcock & Wilcox 
Co., chairman, Na- 
tional Business Show 
committee. 


Almost 100,000 per- 
sons visited the Na- 
tional Business Show, 
last exposition held 
in Grand Central 
Palace, New York. 
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at the retail level. The dealer accepted 
them as scrip and forwarded them to 
the manufacturer for redemption. The 
problems was: (1) reimburse the dealer; 
(2) distribute expense geographically 
to product; (3) analyze for market re- 
search (acceptance of product). 

A preliminary study disclosed the in- 
volved nature of the operation which 
centered about the identification of the 
coupon and the coding thereon (index- 
ing). MTM analysis showed that this 
required five eye focuses as well as the 
time for eye travel between these five 
points. Redesign of the coupon and 


re-loeation of these identification codes 
on the face of the coupon, eliminated 
three of these eye focuses. This reduced 
the time to identify a million coupons 


from 486 hours to 259 hours a reduction 
of almost 50%. At the volume of this 
operation, it amounted to nine clerk 
years. 

This is how the methods engineer 
would approach and accomplish such a 
task. He would study the procedure 
and, by application of the questioning 
attitude, simplify it. He would go about 
measuring the work for the purpose of 
improving the method; determining a 
standard time for the job to make pos- 
sible proper staffing for the work vol- 
ume, proper distribution of the work 
load and ultimately to assure a fair 
day’s pay for a fair day’s work.—F'rom 
a talk at the records management con- 
ference of Records Controls, Inc., Chi- 
cago. 





National Business Show Closes 
New York’s Grand Central Palace 


ITH the closing of the National 

Business Show in New York’s 

Grand Central Palace on October 
24, New York lost its best known ex- 
position building. Beginning next vear, 
the building is to be used for federal 
government offices. This year’s National 
Business Show attracted 98,031 persons 
to its 236 exhibits. 

“A survey among leaders in the office 
equipment industry which the National 
Business Show serves,” according to 
Rudolph Lang, the show’s director, 
“Showed that 96% wanted future shows 
to remain in midtown New York, which 
they know to be the world capital of 
business and finance.” So the location 
of the 1954 Golden Jubilee National 
Business Show will be two armories in 
midtown New York: the 71st Regiment 
Armory at Park Ave. and 34th St., and 
the 69th Regiment Armory at Lexington 
Ave. and 26th St. Mr. Lang believes this 
arrangement will allow them to more 
nearly fill all requests for exhibit space 
which was not always possible in the 
past. The dates will be Sept. 27 to Oct. 
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1, 1954. Floor plans and complete in- 
formation can be had by writing to the 
National Business Show, 33 West 42nd 
St., New York 36. 


* 


Last visitor at the 1953 National Business 

Show was Francois Vilarem, manager, La 

Spirotechnique, Paris, who bought American 
dictating machines for his offices. 





Employee 
Credit Union 
Uses Machine 


‘Accounting 


WILLIAM H. FANNING 


President, Globe-Wernicke Employees 
Credit Union, Norwood, Ohio. 


OR sound eredit union operations, it 
is essential that figuring work and 
records be up-to-date; that service to 
members be prompt and accurate; that 
the officers and board have eurrent sta- 
tistics and figures so decisions may be 
made with confidence. Our accounting 
machine has helped us accomplish these 


Officers of Globe-Wernicke's employee credit 

union, Standing are Marie Brandewie, treas- 

urer; Vera Swickey, secretary; Florence Bishop, 

assistant treasurer. Seated are the author and 
Roy Klug, vice president. 


results. We have established an aecount 
ing system that keeps all records current 
and operates with ease, speed and ac- 
curacy. 

When Globe-Wernicke Employee's 
Credit Union was organized in 1935, ten 
men each pledged $5 a payday. For the 
following ten years, growth was slow 
and recruiting new members was one of 
our most time-consuming and difficult 
projects. But by 1945 our credit union 
was operating soundly with a member- 
ship of about 500 and assets around 
$50,000. Then began a period of heavy 
and rapid expansion to our current 
membership of almost 1,600 with assets 
at about $365,000. 

It was during this period of rapid 
expansion that we had the greatest dif- 
ficulty with accounting. Members’ state- 
ments and reeords were not being posted 
as rapidly as they should have been. The 
necessary books and. information for the 
auditors were readied only through over- 
time and all the free help we could get. 
We felt we were so tied down handling 
the work on hand that we could not ae- 
cept any further expansion or plan 
ahead towards a larger and_ stronger 
eredit union. 

At first the board and officers econ- 
sidered enlarging the clerical staff, even 
though the treasurer and assistant treas- 
urer were employed full time in the 
credit union office and voluntary help 
amounted to at least another employee. 
A second thought was that possible relief 
might be a bookkeeping machine which 
could handle many of the thousands of 
postings being computed on an adding 
machine and entered on the books by 
hand. After considerable study and in- 
vestigation, we installed a Burroughs 
Sensimatic accounting machine and 
adopted a statement system, with state- 
ments being mailed quarterly. Now we 
are able to handle all of our accounting 
work with a smoothness that formerly 
would have been impossible. 

One of the greatest advantages of our 
new system is that it provides a high 
speed automatic operation for our great- 
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NOW. ..the makers of [9AN@Eg- world-famous 10-key 


touch calculator -- and - the electrically 


engineered 10-key adding machine--announce the new 


HALDA"STAR’” 


DESCRIPTIVE 
FOLDER SENT 
TO EVERY INQUIRER 


Beautiful body design in the modern tradition by Erik Fleming, famous industrial 
designer .. . world's easiest moving carriage . . . MAR-JET levers for single-touch 


margin settings . . . unique carriage-keyboard synchronization for uniform spacing 
regardless of personal typing tempo, etc. 








A FEW DEALER 
TERRITORIES 
STILL OPEN! 


SEND COUPON TODAY 


WRITE TO FACIT INC. 
500 Fifth Ave., New York City 36 


114 Sansome St., San Francisco 4 





Gentlemen: Please send us full dealer information on following: 


[] Halda Typewriter 
[] Facit Calculating Machines ] 
[] Odhner Adding Machines 


NAME iranian Se, ee eee 
COMPANY ores = 
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— C, J, Fischer 
ADORESS 1313 Ele St. 
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Credit union accounting records 
at Globe-Wernicke are kept up- 
s : to-date with practically all of the 
zs computing and printing of entries 
FEB 155- 10.00 being done automatically on an 
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est volume of work 
ductions to members’ statements and 
ledgers. We ean also make an automatic 
distribution of payments between share 
and loan accounts. For example: Should 
a payment of $12 be made to an account 
with a $6 share balance and a $90 loan 
balance, the machine distributes $.90 to 
interest and $10 to principal, arriving 
at a new $80 loan balance. The posting 
is completed automatically as the re- 
maining $1.10 is applied to the share ae- 
count and a new share balance of $7.10 
is printed. The loan balance is printed 
in red. Now we ean rapidly and ac- 
curately post all types of cash trans- 
actions made over the counter. 

At dividend posting time, members are 
not required to visit the office to learn 
about their dividends since they are 
notified on their statements. The job is 
completed on the machine in one opera- 
tion and the total of all dividends posted 
is provided automatically. About two- 
thirds of the posting operations are 
automatic. The machine’s control panel 


posting payroll de- 


78 


has a job-selector knob. <A twist of the 
knob sets up the machine for handling 
the desired application. Our machine 
will perform the following tzansactions : 
payroll deductions, transfers from shares 
to loan accounts, new loans, refinancing, 
‘ash loan payments, eash share pay- 
ments and withdrawals, dividends, and 
the general ledger. 

Our system also has allowed us to 
condense the ledger cards to a con- 
venient 63.” x 9” size. Statements are 
632” x 814” and these two forms are 
used for all work done on the machine. 
Learning to operate the machine turned 
out to be a simple matter tor our treas- 
urer and assistant treasurer. Within 
a few minutes after first seeing the ma- 
chine they were running off postings. 
Now they are handling the accounting 
work for our 1,600 members with greater 
ease than they were formerly able to 
handle the aceounting work for 500 
members. The supervisory committee 
which audits our books also likes the 
new method. Time required to complete 
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NOW... in one compact unit! 


copies anything in seconds! 





compact unit, 1642” x 2312” overall, with only one knob to turn, can be 


simple This newest development in photocopy machines, now available in one 
operated easily by any girl in your office. 


handsome Glossy black with white trim — looks well anywhere. 


accurate No matter how fine the detail, or what the colors, if you can see it in the 
original you will see it in the ‘photocopy. 


is single or double sided, opaque or translucent, white or colored. Photo- 
rapid’s legally accepted copies are ready for instant use, eliminating cost! 

typing, hand copying and checking —or costly outside copying. Wit 

Photorapid you can make single side copies, double side (to reduce filing 
space), transparent copies for use as masters with diazo or blueprints, 
tissue copies for air mail — all at an unbelievably low cost. Also two-part 
models for copying from books without removing or injuring pages. 


versatile Produces exact, letter- A ge copies up to 14” wide — whether the original 


fast In seconds your finished, perfect copy is ready. 


uni @ a Closed ue when not in use — solution keeps longer. 
Non-metallic construction prevents corrosion. 


Write For Details, Dept. O12. 
Gof 105 CHAMBERS ST.* NEW YORK 7, N. Y.*BA 7-4150 
ge 
cor 


Carbon Papers e Inked Ribbons ¢ Duplicating Supplies and Equipment 


“Devoted to the art of improving impressions” 


THe Orrice—December, 1953 





“A'N‘Gs01s0p04 “aay >1UO}LY Osy “NI "0D IdVL NO13@V1 batiealheleinaad 


*sanud puo sajdwps 4Of OfldM "d1ysejd jyuesedsuesy Aq pore} 
40 ‘4a/Dap 4saspau INOA Bag -O1d Sj} @>ejINS esneds9q — spire 
"asn e2ueusjuIeEwW ‘goyem ‘eseosB ‘jp sysises 
pue Asojyesoge] Joy * * * sejdwes JOANWS L.NVO 4H “elqisia AjyBiy 
Buiyiew sop * * * syued ‘squid joo} ‘peai-oj-Asee si ebessew ‘snjAjs 
*suiq y>04s Buijeqe; 10} ‘004 ‘4204 Jo jidued se yons yuiod 4uniq 
-J8g ‘248 ‘soulyrew ‘sese>d sejsuely ‘AIP USIM O41UM JO "ff UO edAL 
‘syoyseq ‘seajeys ‘suapuig ‘sie "Ajuea|> YO sdisys yoA * * * @DdByINS 
-MPIP ‘SJOPjO} ‘SOjIp WOOJBI0O}s JO Asp ‘yyoows Aue of Buiuejsiow 
22140 Bujyseu 4op uojeqey esp HMOUHIM =SHOHS JdVL NOT8IV1 


December, 1953 


THE OFFICE 


242 "ONILNOY 
‘SJIdNVS ‘AYOLNIANI 
SNITId 494 *40j02 4@PsOg jo ssejpseBes y20/q seu1IM =JTddWY ONY 
uojege] wsoy yojgey jje ‘Azijiqibe; wnwixew Joy diwls 
*(ueesB ‘pas 'anjq 'y2e1qQ) siojoo sepsog » ul (2) e 


‘al “Me '% ‘A 91/8) SHePIM 9 40 e210 
*Ajdde pue s19qe) 40 disys Bs. *Ado2 unoA oatt eee JdAL ONV 


‘uojaqe] 4O 4OOYS ji@su! "j19Ue4¥S, 4e Ja4plumedAy yes LYISNI 
#5N¢ “asm sepiumedAy Asee Jo} syaays Bulyong uo wo} e 

OY Ul edey uojege7 d}4sejd ‘Bulyri4s-jjas yo spo] « THDNILS,, 
-qey Apuey—ese Aou, ouey pue ‘wey; JO} pexse no, 


ONINJISIOW INOHLIM SHDILS 


SQIDV 
~ Y]1VM 
Sviu9 
1LYId S1SiSdd 


NOTaaWI (74% 








Marie Brandewie handles the accounting 
records of 1,600 credit union members. 


the audit is less than half the time re- 
quired formerly, primarily because the 
accuracy of machine answers eliminates 
the need to re-compute every balance 
and printed entries are in straight, easy- 
to-read lines. 

Globe-Wernicke Employee’s Credit 
Union is state chartered. Though state 
statutes do not require it, our books are 
audited completely on the tenth of every 
month. And every month our books ar: 
now ready and waiting, mostly because 
all figures posted to the control card are 
accurate. Posting work is proved by the 
machine while the job is being done and 
there is no need at the end of the month 
to go back and re-figure entries. 





What Business Can Expect of 
Electronic Office Machines 


From a report by Richard W. Appel, Robert B. Carson, Karl G. Heinze, Ray H. Ladendort, 
Jacques R. Masson, Donald Ross and John H. Lindholm Jr., at the Harvard Graduate 
School of Business Administration. 


ARGE-SCALE electronic computers 
are frequently referred to as “giant 
brains.” This description is appro- 
priate in that they share with humans 
the ability to do arithmetic (although 
the computer is much faster), and are 
similar in their facility for communica- 


RYE he 


Next year the Major 


tion and recollection and in their facility 
for perceiving external circumstances 
and acting accordingly when so _in- 
structed. We may well begin to wonder 
how far computers can go. Can they 
actually “think”? 

There are obvious similarities of com- 





Appliance Div., 
General Electric Co., 
Louisville, Ky., will 
use a Remington 
Rand Univac com- 
puter to prepare 
payroll and cost dis- 
tribution records, 
material scheduling, 
inventory control, 
sales statistics and 
market forecasts. R. 
F. Osborn estimates 
it will save them 
$500,000 annually in 
clerical costs. 


|| 
i 
j % 


¥, % 
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Come the NEW YEAR... why not 
step up production, raise morale by 
SPENDING ONE CENT A DAY IN 1954? 





Make the decision now to trade in your 5-year-old 
typewriters for brand-new Royals. 

If you’ve been planning to keep the old typewriters 
five years more, you'll only save 1 cent a day per 
machine. 

Doesn’t it make good business sense to spend that 
money for increased typing production and better office 
morale? 

You'll get those clean-looking, well-groomed letters 
which are a real pleasure to sign. You'll get neater 
memos. You’ll get crisper-appearing reports. 


And in addition—you’ll get that intangible called 


CALL YOUR ROYAL REPRESENTATIVE 
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“better employee relations,’ something that’s hard to 
define but mighty apparent when it’s missing. 


Royal Standards are the finest, most rugged precision 
writing machines built. They take less time out for re- 
pairs. They are preferred in business 214 to 1 by people 
who type. So they must offer more. 


Call your Royal Representative today. He’ll bring a 
new Royal to your office and give you the details on 
the 1 cent a day story. 


® STANDARD ° ELECTRIC * PORTABLE 
Roytype Business Supplies 


(He’s listed in the Classified Telephone Directory) 


Tue Orrice—December, 1953 





| WAUSAY IMPRESSION PAPERS 


|O\$or Beer 9 


) Wausau anticipated every office need in designing 
Ss the Impression Paper | et, stencil dy- 
. Plicating, Spirj lati ss. WAUSAU 
BOND, w O, WAUSAU DUPLI- 
R are genuinely 
watermarked a ach ig especially Prepared 
for clear, ar €asy-to-read impressions. 
EXACT BOND, EXACT MIMEO, EXACT DU- 
PLICATOR, EXACT LEDGER and WAUSAU 
OPAQUE OF T are unwatermarked Papers 
~0odied and rigid for high Speed opera- 
tion, 
Use Wausau Impression Papers to gel and make the 
best impressions, Make your own tests. Ask your dealer 
for samples of Wausau Impression Paper best Suited 
to your machines. 


The complete line of Wausau Impression 
Papers js available nationally through an. 
thorized distributors and Stationers. 


WAUSAU PAPER MILLS CO. 


ffices . 
Executive Sales Offi ol 


Chicago 2, 


i Street, 
shington 
eR BROKAW, WISCONSIN 


Wisconsin Paper Group 


Artisans of 41) 


ers ills at 
Fine Papers Mi 


Member - 
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Outside 
Supervisory Control 








Reproduced from the report, “Electronic Business Machines—A New Tool For Management.” 
Components of an electronic cffice machine 


munication in that information is ab- 


sorbed and remembered by both human 


and electronic brains, the information 
processing is at least partially controlled 
by both kinds of brains themselves and, 
finally, the information is given out. 
However, there are other similarities of 
communication which are not so obvious. 
Humans show some similarity to ma- 
chines both in communication between 
people and in the human nervous sys- 
tem. 

Communication between individuals is 
one of the most distinguishing charac- 
teristics of man, in view of the extent 
that man’s achievements are tied up with 
his language. Because of the very high 
speed at which the machine works, it too 
needs systems of communication between 
its components. _What makes computers 
seem superior to man (aside from their 
greater speed at arithmetic) is that as 
the size of the human work group is in- 
creased the inefficiency of communica- 
tion becomes so great that some prob- 
lems of high complexity become im- 
possible; those working on a problem 
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would have to spend all their time telling 
each other what they were doing and 
would have no time to actually make 
progress in solving the problem itself. 
Computers, with their much higher 
speed and efficiency of communication 
between components, offer the solution 
to such problems. 

Computers also have some similarity 
to the nervous system used by humans 
for internal communication. One of the 
basic principles underlying computer 
design is the on-off principle. Another 
corollary principle is that of switching; 
depending on the magnitude of a cer- 
tain quantity which controls a switch, 
the switch will be either “on” or “off.” 
30th of these principles are strikingly 
similar to the principles of the human 
nervous system. A nerve will carry a 
certain impulse or not, depending on 
whether or not the impulse is above a 
certain threshold. And, if the impulse 
is sufficiently strong to be carried by the 
nerve, it proceeds through a complicated 
series of switching devices. 

Human beings can see and hear and 
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regulate their actions according to the 
external conditions they perceive. Al- 
though the business computer does not 
do this at present, it might in the future 
if so instructed. For example, a future 
office computer might be tied in with 
shipping and packaging and might have 
to know how full a package was in order 
to determine whether to continue filling 
it or not. In other words, it would be 
receiving external conditions as a human 
does when he sees and hears. 

Although we have mentioned’ some 
extraordinary ways in which computers 
can compete with humans, computers 
cannot do the following: (1) think 
intuitively or originally, (2) determine 
all their own instructions, (3) perceive 
and absorb information without explicit 
instructions. In these respects, in fact, 
the machine is inferior to the lower 
animals. Take, for example, a housecat. 
(1) He ean jump to conclusions about 
the intentions of a nearby dog without 
ever having been told to steer clear of 


this particular dog—he can make up his 
own mind this is a wise course. (2) He 
‘an come up with an original plan of 
action, such as, “Proceed behind the 
hedge until coming to the tree, then re- 
appraise the situation.” (3) He can 
notice things about the dog that he never 
has been taught to notice. In compari- 
son, the computers do an unimaginative, 
mechanical, black-and-white sort of rea- 
soning. 

If human beings are ever inclined to 
feel inferior to business machines, they 
shouldn’t. Business machines are not 
brains but merely reflect the intelligence 
of the men who built them. The ma- 
chines will do what man has told them to 
do and nothing more. For a computer 
to have the capacity of even a very low 
grade human brain, it would have to be 
larger than Rockefeller Center, would 
require all of the power generated at 
Niagara Falls to run it, and all the 
water of Niagara to cool it. Electronic 
business machines are no substitute for 


HERE'S HOW TO GET 


MORE LIGHT - 


LESS GLARE 


VERDEX COATING GIVES YOU GLARE REDUCTION WITH FILTERED LIGHT 
Send for free information 


You can make your offices more com- 
e fortable and efficient by switching 
b to Verd-A-tite. 

and plants throughout the country, 


Verd-A-Ray’s Verd-A-Lite fluorescent 


Proved in offices 


tubes and incandescent lamps with new 
Verdex Coat filter out the harsh glare of 
infra-red and ultra-violet rays providing 
your working spaces with softer, more com- 
fortable, color corrected white light—write 
today for the Verd-A-Ray story. 


Complete line of standard fluorescent colors available. 


VERD-A-RAY CORPORATION, 615 FRONT STREET, TOLEDO, OHIO 
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JOBS HANDLED: Payroll Writing with Automatic Tax Computing * Pay- 
roll Analysis * Wage Accrual & Labor Distribution by Order, Part 
Number and Department * Labor & Material Accounting * Material 
Records * Government Reports °* Miscell Ac ti 





CWattonals save us $60,000 a year... 


return 140% annually on our investment.’’ 


—AMERICAN SEATING COMPANY, Grand Rapids, Mich. 
“World's Leader in Public Seating” 
“Our National Accounting Machines, which cost In all kinds of business, Nationals 
$43,000, save us $60,000 a year in accounting expense. pis lg Hagen pa aed 
This saving repays their cost every 9 months, and returns as yearly profit. National's exclu- 
us about 140% annually on our investment. sive combination of features does 
_ “Payroll work alone formerly required 22 people, but So pe a nab panenennen 
is now done by 14—and done better, smoother and with- tive will gladly show how much 
out bottlenecks. New employee training has been greatly you can save with Nationals. 
simplified. va 
“Results have exceeded our expectations. Our satis- | CTANOE MARK REO. U.6. PAT.OFF. 

faction with such improved performance and reduced : 
expense prompts us 
to express our unquali- 


fied endorsement.” Cicinhinlee ACCOUNTING MACHINES 


Controller, American Seating Co. ,  AROMEE ACINNES + Case BhEtSTERS 


THE NATIONAL CASH REGISTER COMPANY, payron 9, oni0 


| 
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TIPS FOR THE 
OFFSET PRESS OPERATOR 


In selecting inks for offset printing it is extremely 
important that you choose those which have been 
specifically compounded so as to be properly con- 
trolled by the dampening solution. It is impera- 
tive that the two be matched to work as a team. 
Some inks react unfavorably with the chemicals 
in the dampening solution causing emulsification 
that results in poor ink coverage, variations in 
color tone and difficulty in maintaining uniform 
solids. 


In this connection it is worth while remember- 
ing that Davidson Offset Inks are prepared spe- 
cifically for offset printing. They are the result 
of extensive laboratory research as well.as testing 
in the field under ordinary operating conditions 
and they have earned a reputation for the utmost 
in uniformity, quality and economy. They are 
particularly noted for “fineness-of-grind” . . .-a 
quality that is maintained by constant laboratory 
tests. This fine grind insures perfect ink distribu- 
tion and eliminates the larger particles which 
tend to cause emulsification as well as poor cover- 
age and broken images. 


Davidson Inks are considerably more economi- 
cal to use because they will consistently produce 
more top quality impressions per pound than 
ordinary lower priced inks. And, since they con- 
tain the proper amount of drier, no further “doc- 
toring” is required under normal conditions. 
These advantages, plus absolute uniformity, add 
up to dependable, trouble-free operation, a defi- 
nite saving in operator time, and consistently fine 
results. 


For top quality printing plus maximum econo- 
my, it is suggested that you always specify David- 
son Inks. The line includes both offset and letter- 
press inks as well as varnishes, driers and ink 
conditioners necessary for specialty work. 


*& * * * * * 


CARE URGED IN CLEANING BLANKETS. 
The blanket is a very important part of your off- 
set press and care should be taken when cleaning 
it that nothing occurs which would harm its sur- 
face. There are numerous solvents for ink. How- 
ever, many of them are actually harmful to rubber. 
DavidsonWashorite has been developed specific- 
ally for cleaning blankets and rollers and has 
been described as “the finest blanket cleaner 
known to the industry.” It is an excellent solvent, 
removing ink almost instantly without harming 
the rubber in any way, and evaporates quickly. 
Washorite is clear, water-white, will not stain, 
and leaves no residue. Particularly important is 
the fact that Washorite has the safety approval 
of Underwriters Laboratories. 








Be good to your 
BLANKETS 


CLEAN THEM WITH 


Davidson 
WASHORITE 


* An excellent solvent for ink 
and grease 


Will not harm blankets or 
rollers in any way 


* Dries almost instantly 


Leaves no residue 


* Safe—approved by Under- 
writers Laboratories 


* Clear—water white 
* Will not stain 


BE SURE ...BE SAFE... 
BE SENSIBLE 
use WASHORITE 


Available in 1 gal. cans, 5 gal. cans, or 55 
gal. drums. See your nearest Davidson Soles 
and Service Agency or write 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 


Dept. 19, 29 Ryerson St., Brooklyn 5, N. Y. 











TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 


humans mn most respects. The business 

machine can do only a very few tasks; | 

these tasks it does very well. The elec- | 

tronic computer is a specialist, and to a | } 

very high degree; it is destined to do | 

menial tasks. | 
The initiative for the business applica- | 

tion of eleectronie machines must come | 


& 
from the businessman himself. He must e F f 
also realign his thinking to the eapa- | asier, aster: 
bilities of the electronic office machine | No one can be expected to type decently 


| 
end on a wobbly, slanting typewriter plat- 


and not expeet too much from it. 
cleetronie business machine industry is 
still much too young to have company | 
sales representatives knocking on most | 
hnsinessmen’s doors. It is up to the in- 
dividual to dig into the problem, to find | 


out how he ean best use this new tool, | noisy — mistakes 
and to get an extra advantage over his | 


; fewer. ~ 
competitors. | 5, 


Tt mav be difficult for the businessman | 
to completely realign his thinking toward | 
his problem in aceounting or control or 
some other field. The electronic business 
machine is a new medium; it reauires 
new approaches and new procedures. 
When a business machine is designed to 
produce a tyne of information or kind 
of eontrol, the procedures it will use 
probably will not resemble previously 
used procedures. 


form. But with a firm, self-locking Jac-a- 


desk, typing becomes 
54s 
JOBBERS 


easier, faster, less 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 
—high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk! 


As a minor example of what this re- 
alienment will he, consider the use of a 
hnsiness machine in an inventory con- 
trol problem. Orthodox accounting 
would eall for reeords that are aeeurate 
ts the last unit in inventerv. However 
if there are usvallv ahout 1000 units of 
an item in stock, the importance of the 
last decimal digit is insignifieant for 
control purposes but represents one- 
third of the business machine storave 
necessary for that item. (Besides, the 
actual physieal inventory probably 
would only rarely agree with an “ae. 
eurate” perpetual inventory.) The 
logical thing to do is to maintain the 
physical inventory figure accurate only 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up ina jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. ae 


om 


4 








to the 10’s column rather than the units 
column. 





Businessmen should not expect the 
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GONCO MANUFACTURING COMPANY 


1259 So. La Brea Avenue, Los Angeles 19, California 
Distributed by all Ames Supply & Shipman-Ward Branches 
IN CANADA: United Stationery Co. Ltd., Toronto 
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electronic business machine to do every- 
thing. A machine designed for one basic 
purpose is reasonably simple. As soon 
as the machine is asked to do a little 
more, the design becomes much more 
complicated; the added construction and 
operation generally becomes complicated 
out of all proportion to the additional 
information obtained. 

The Airlines Reservisor, developed by 
the Teleregister Corp. and installed in 
the New York offices of American Air- 
lines, is an example of a machine that 
was designed simply and is successfully 
fulfilling the purpose for which it was 
designed. The Reservisor has a large 
central magnetic drum memory unit 
which is connected to input-output units 
at each ticket agent’s window. By 
properly operating his input-output unit, 
the agent can tell whether or not any 
seats remain in a particular flight to a 
particular destination up to 10 days in 
advance. He then may depress a but- 
ton to indicate the sale of one or more 
seats, in which case the seats are sub- 


"CAND: 


OU 


tracted from the inventory record on the 
central magnetic drum. The operations 
are performed in duplicate and auto- 
matically compared for accuracy by the 
machine. To date this system has fune- 
tioned satisfactorily. This same type of 
system has been considered for applica- 
tion to the problem of Pullman reserva- 
tions for railroads. However, several 
obstacles to its immediate use exist. Rail- 
roads want to continue selling Pullman 
space by specifie type and location in 
each car. They also want to record 
reservations more than 10 days in ad- 
vance (the advance period used by air- 
lines). A memory unit for a railroad 
reservation unit such as proposed would 
be very complex and costly. It does not 
appear that any progress will be made 
on the problem unless railroads revise 
downward the number of variables in- 
volved in recording reservations. There 
seems no doubt that if railroads were 
willing to use a device similar to the Air- 
line Reservisor the result would be more 
efficient reservation services at lower 


» Papel — 
ldeutypioation 


withour ANNOVING fastening devices! 


Bring property control out 
in the open with attractive, 
easy to use, adhesive-back 
NUMBERED 


“ SERIALLY 
AUTOGRAPHS”. They‘re 
handsome metal name- 
plates that won’t mar the 





BANCO DE MEXICC 
4 S_ 4 


Try before you 
Write for samples 
descriptive literature. 


buy! 
and 


90° 


beauty of your finest 
equipment. Mount them 
quickly and permanently. 
No tools, tacks, wires, 
messy tapes or other an- 
noying fastening devices 
are needed. Stamped se- 
rial numbers are filled 
with black lacquer for 
maximum legibility. Other 
copy is lithographed in 
sparkling color 
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A 
7 PROFITABLE REVIEW 
CONFESSIONS jit of an 
4 # UNPUBLISHED BOOK! 


She's a good girl . . . but she knows 
something you may not! 





She knows how many times mis- 
typed letters go into the waste basket 
along with carbons — because cor- 
recting slight errors means untidy 
erasure smudges — which she hates, 
bless her! 


You know, or can estimate the waste 

in time and paper. A study made by 
one large firm indicated 48c lost every time a partly typed letter hit 
the waste basket — up to $1000 yearly in some offices! What's the 
answer ? 
EZERASE fine Bond and Onion Skin — papers with a p/us! The plus 
feature is absolutely clean erasures made at once with an ordinary 
lead pencil eraser. Everything that’s typed can be completed the 


first time! IMM 
Write us on your company letterhead or use 


the coupon for sample book of Ezerase Bond. ro 3h 





Mlb THb: 


pees 


a Made Finer 
MILLERS FALLS PAPER CO, 


| Millers Falls, Massachusetts 
| Please send me sample book of EZERASE 
and ‘‘Letters for Signature’ folder 


ne referred By Busine 
a“ 2 
ed | ravin 
O ine Papers jan 
| 


iper f 











BOND * ONION SKIN Address 
EZERASE - OPAQUE City 
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BI92ZE “Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuous! for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
1 simple as adding. Transparent paper 
cutter for complete visibility. Items 

and totals up to 9,999,999.99 


BARRETT ADDING 
MACHINE DIVISION 


Lanston Monotype Machine Company 


Twenty-fourth at Locust Street, Philadelphia 3, Pa. 





B192 Hand-Operated Printing Calculator 





eost for each railroad. 

Application of electronic machines to 
business is greatly handicapped by a 
lack of men capable of analyzing busi- 
ness systems and procedures in the light 
of computer developments. The busi- 
nessman generally knows little about the 
technical aspects of computers, and the 
computer expert generally knows noth 
ing of business methods. A definite need 
exists for individuals who possess dual 
aptitudes and understand both business 
and computer problems. Perhaps manu- 
facturers of computers can provide this 
training, which is so badly needed. 

To prepare both the company and the 
personnel for the coming of the elee- 
tronic business machine, it would be 
most prudent for the businessman to 
start organizing the control functions of 
the office along the black and white, de- 
tailed, step by step, methods which the 
business machine must use. Such atten- 
tion paid to organization probably would 
be worth while even if not aimed at the 
eventual application of electronie busi- 
ness machines. Sinee electronie business 
machines appear to be on the way, the 
wise businessman will begin now to pre- 
pare. 

High-speed electronic digital ecom- 
puters developed initially for scientific 
uses are slowly being adapted to busi- 
ness applications. Computer components 
are now satisfactory for use in electronic 
business machines; further developments 
will be toward reducing costs and in- 


creasing memory capacities. Conse- 


quently these new machines are ready 


for application to business. However, 
businessmen must be willing to alter 
some of their procedures if they are to 
make best use of the new data handling 
techniques. In this field, there is much 
room for persons having combined back- 
grounds in business and computer 
technology to aid in application work. 


Copies of the book, “Electronic Business 
chines—A New Tool for Management,”’ 
each from Electronic Business Machines, 
chester Road, Winchester, Mass 


ae 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


~» ASSURE YOU OF MAXIMUM 


the 


REYNOLDS & REYNOLDS 
Company 


BUSINESS FORMS SINCE 1866 


DAYTON, 


L a SALMSTORFICESINEMOST PRINCIPAL CITIES 
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ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 
QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 
PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 
Reynolds & Reynolds is 
headquarters for all Accounting 
Machine Forms! 


¥ 


The Reynolds & Reynolds Co. 
800 Germantown $1. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reyne 
Accounting Machine Forms 


Make of Machine 
Name 
Firm Name. 


Oo H Ii Oo Ane 


cg | EEE 





Announcing the 


THOMAS 
TANDEM 


COLLATOR 


... for Large Volume 


Two models: 32-page (illustrated) 


collates 2 to 32 pages; 20-page 
collates 2 to 20 pages. 


FEATURES 


Foot pedal control—operator’s hands free 
for jogging and stacking. 
© 


Friction feed—time-tested completely 
mechanical operation; maintenance costs 
practically non-existent. 

« 


No set up time—always ready for 
immediate use. 
e 


Bin capacity of 20-page unit, 1%”; 
32-page unit, %”. 
co 


Accommodates page sizes from 3” x 8/2” 
to 14” x 17”. 
* 


Occupies only 46” x 22” floor space. 
e 


Larger capacity eliminates costly 
“crisscrossing." 
® 


Convenient storage platforms 
simplify stacking. 


THOMAS COLLATORS 
30 Church St., Dept. 8 New York 7, N. Y. 
| am interested in: 
© Demonstration at my plant 1 Collating Analysis Sheet 
© Tandem Model DC Floor Model 
QD Portable Table Model 


Paper Gathering Efficiency 


Now you can handle large collating 
jobs rapidly . . . economically . . . easily 
with the Thomas Tandem. No more 
drafting of personnel or last minute 
confusion to meet deadlines. One 
operator, working comfortably and 
efficiently, collates as many as 12,000 
sheets per hour . . . or the equivalent of 
the work of six people. Every page is 
right before her eyes so there is a con- 
stant check on the accuracy of the 
work—blanks and misprinted pages in- 
stantly removed without interrupting 
the work cycle. 

If the assembly of lists, bulletins, direct 
mail, or other duplicated material has 
been a bottleneck in your operation— 
investigate how the Tandem can boost 
your collating efficiency by as much 
as 300%, cut expenses 40% to 70%. 


FREE Check coupon for Demonstration and/or Collat- 
ing Analysis Sheet. Shows you how you can save up 
to 70% on your paper gathering costs. No obligation, 
of course. Also available, free bulletins on new Tandem 
Collator and smaller models. 


Me 


wale 


TF Aonaina: “él ol la tors 


135 Sales and Service Offices 
from Coast to Coast 
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Insurance Office Likes Older Workers 


Surveys show that handicapped people 
have better attendance records, stay 
longer on the same job and have better 
safety records than so-called normal or 
younger people. These attributes de- 
seribe older people exactly, plus the fact 
that 90% of these older people when 
retested had increased mental powers 
and ability. This information was not 
known to John D. MacArthur, president, 
Bankers Life & Casualty Co., when 
seven years ago a sweet faced, bright- 
eyed little lady of 73 sat at his desk and 
asked for a job. The responsibility of 
operating a large insurance company 
did not allow charity when it concerned 
its millions of policyholders. Every em- 
ployee has to do his or her job. “Mrs. 
Verna Stewart got the job. 

Bankers Life & Casualty now has 
3,000 employees in its head office in 
Chicago. No less than 780 of them, or 


26%, are either more than 60 years old 
or physically handicapped. A man with 
a paralyzed left arm runs a photocopy 
machine—and runs it efficiently. Fifteen 
deaf mute girls are file clerks—good file 
clerks, too, or they wouldn’t last long in 
that busy office. There are women of 75 
and men of 77. 

Without having any hard-and-fast 
rules on the subject, the company’s 
executives study each job applicant’s 
strong and weak points, solely with the 
objective of choosing the type of work 
for him where his handicap may be 
actually transformed into an asset. <Ac- 
cording to Mr. MacArthur, “To us, these 
people are not second-class employees. 
They’re just employees. They are sub- 
jected to the same rules and entitled to 
the same rewards as anyone else. We 
don’t stress their handicaps; we exploit 
their abilities.” 


THE EASY way | 


TO DESTROY | 
OLD PAPERS ¥ 


The new “Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET : SALEM, OHIO 
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ew Produc 


TYPEWRITER 

Smith-Corona, Inc., Syracuse 1, N. Y., 
makes the Model Eighty-Eight Smith- 
Corona office typewriter, completely re- 
designed to lighten touch, increase the 
speed and responsiveness of action and 
to improve the quality of the work pro- 
duced. Retained from earlier designs 


EME 


are the successful Page Gage, the inter- 
changeable platen, half-spacing and the 
floating shift. The new machine features 
an exceptionally rigid segment mounting 
for smoother and firmer action. A 50% 
increase in the range of touch selection 
is also provided. ‘‘ Eighty-Eight’’ refers 
to the keyboard of 88 characters, which 
gives four extra standard 
equipment. For months the 
Kighty-Eight has been.undergoing accel- 
erated tests at the Smith-Corona factory 


symbols as 
several 


and has shown exceptional ease of opera- 


tion and ruggedness. Its color scheme, a 
subdued gray-green combination, was de- 
signed to fit in with any office 
motif. 


color 


DUPLICATING PAPERS 
1463 
now 


East 
makes 


Co., 
Pa., 


Hammermill 
Lake Road, 


-aper 
Erie 6, 


96 


Hammermill duplicating papers in blue- 
white. Available in this currently more 
desirable shade of white are Hammer- 
mill Mimeo-Bond, Hammermill Duplica- 
tor, Whippet Mimeograph and Whippet 
Duplicator. Hammermill Mimeo - Bond 
now has an air-cushion surface which en- 
ables quicker penetration of ink for 
faster duplicating, more copies per sten- 
cil and minimum set-off. The opacity of 
both Hammermill Mimeo-Bond and Ham- 
mermill Duplicator been im- 
proved. To stress the advantage of using 
a printed heading on sheets used in of- 
free Masthead Kit 
well as sam- 


also has 


fice duplicating, a 
shows sample headings as 
ples of ali Eammermill’s new papers for 
and spirit duplicating. Write 
above address for free kit. 


stencil 


DESK-HIGH CABINETS 
Borroughs Mfg. Co., 3002 N. Burdick, 
Kalamazoo, Mich., announces the addi- 
tion of a new unit to its line of sliding 


door cabinets, the Desk-Hi Cabinet. 
Available in two depths, 12” and 18”, it 
is 29” high and 38” wide. Desk-Hi will 
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meet the needs of many offices be- 
cause it can be practically used as a 
combination cabinet and telephone stand. 
It has sliding doors and the sliding shelf 
is adjustable without bolting. Borroughs 
produces two other sliding door cabinets 
in heights of 42” and 78”, 12” and 18” 
deep, both 38” wide outside. Write above 
address for complete information. 


HEAT-PROCESS DUPLICATOR 

Minnesota Mining & Mfg. Co., St. Paul 
6, Minn., makes the Thermo-Fax 12-C 
Duplicator and Thermo-Fax paper de 
signed to produce extra sharp copies of 
printed or typewritten pages or pencil 
drawings. A new stiff backing facilitates 
filing Thermo-Fax copies. The duplicator 
produces copies at the rate of one full 


es 


page each 15 seconds. The high contrast 
paper was designed for fine duplicating 
work such as required by clippings, in 
voices and industrial tool drawings. The 
stiff backing is available in stationery 
weight in both card stock and file stock 
and is designed to adhere to the thin copy 
sheets to facilitate filing. Duplicator op 
erates in normal office light on standard 
electric current and needs no darkroom 
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nor processing, chemicals or negatives 
It is about one-third the size of a desk 
and can be operated by any worker. 
Duplication is produced by a controlled 
beam of infra-red light which sends rays 
through the heat sensitive Thermo-Fax 
paper to the black and white original. 
Black copy converts the rays into heat 
which in turn acts on the sheet to repro- 
duce the original. Average users report 
being able to copy over 120 sheets an 
hour at a cost of $8.40 for paper and 
against an average typing 
cost of $14.40. Samples of Thermo-Fax 
copying can be had from above address. 


labor as 


VERTICAL SORTERS 

LeFebure Corp., Cedar Rapids, Iowa, 
makes vertical sorters in several sizes. 
The one illustrated below has 100 divi- 
sions for numerical sorting and it can 
he also used for other kinds of sorting. 
Its metal frame ph gl 
are 25-pt. pressboard with diecut sides 


is 634" x Guides 


for easy removal of sorted material. With 
the metal tabs containing numerical in- 
will put material into 
perfect numerical sequence. Tabs are in 


dexes, one sort 
five positions and divided so that a touch 
system can be used by person doing the 
sorting. Material in the remains 
secure and cannot blow out, become dis- 
placed, nor be read if confidential. An 
instruction booklet which with 
each sorter describes different sorting 
uses. Illustrated literature above 


sorter 


comes 


from 


address shows other styles of sorters. 





EXPANDING-BACK FILES 
Shaw-Walker, Muskegon 48, Mich., 
makes the N 1070 W Automatic Expand- 
ing File with a self-starting drawer that 
automatically expands to provide 15% 
more usable filing space. When the latch 
is released, the expanding back automati- 
cally gives the self-starting 
push. Filing is because 


drawer a 


easier eorre 


fall back, not 


available in let- 


spondence and guides 
forward. These files, 
ter and legal sizes and 4- and 5- drawer 
heights, effect time and space-economies. 
Drawer, on free-coasting pulls 
3” clear of cabinet. Other features in- 
clude sloping innerhead, hand-rubbed 
finish, cast bronze hardware, 
drawer latch and wobble blocks for con- 
’? reference openings. Litera- 
ture from above address. 


slides, 


automatic 


venient ‘‘V 


FORMS CATALOG 

Tag & Saleshook Ennis, 
Texas, has elaborate catalog 
bound in a heavy ring binder. The at- 
tractively printed, colored catalog sheets 
are tab indexed for quick location of the 


Ennis Go. 


issued an 


98 


various products like salesbooks and res- 
taurant checks, tags, filing supplies, 
school supplies and other stationery 
items. There are sheets with list prices 
by themselves printed in black ink. 
Dealer prices on separate sheets are 
printed in red. Prices cover various 
quantities and individualized printing. 
Stock cuts are shown for every type of 
The entire catalog is a hand- 
withstand constant 


business. 
some job, made to 


usage. 


ADDING MACHINE 
Regna Cash Registers, Ine., 175 Fifth 
Ave., New York 10, N. Y., announces the 
tegna Adding Machine with full key- 
board and in models with 6, 7 and 8 eol- 
umns. It is manufactured in Norway of 


Swedish steel and with Swiss counters. 
Kasy to use, it operates quietly and its 
safety keyboard is designed to prevent 
errors in fast operation. The 6-column 
models is priced at only $99.50. Illus- 


trated literature and prices on all models, 


for users and dealers, from above ad- 


dress. 
MARKING TAPES 
Labelon Tape Co., Dept. O-12, 450 At- 
lantie Ave., Rochester 9, N. Y., offers a 3- 
color 8144” x 11” brochure describing the 
use of this company’s products. Fea- 
tured is plastic, self-sticking ‘‘ Write on 
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it’? Tape which, when written upon with 
any blunt-pointed instrument, stylus, pen 
or typewriter, produces a sealed-in-plastic 
message that is smudge- proof, grease 
proof, waterproof and acid resistant. 
There are a dozen photos showing ver 
satility of this tape in its three 
venient forms: rolls in plastic dispenser; 
flat label for typewriter use; book-match 
folder, for household use. All Labelon 
tapes stick instantly without moistening, 
are permanently adherent but will strip 
off cleanly and easily without 
Also described are 
Labelon pressure paper tapes, 
flathack and crepe, used in masking, 
holding, bundling and sealing. The flat- 
back is available printed to order in 
choice of colors for warning and identi- 
fication use. The folder includes listing 
of other tapes: printed ‘‘Write on it’’ 
Tape, printed Cellophane, acetate and 


con- 


residue. 
recently developed 


sensitive 


paper tapes, special plant layout tapes. 
Folders are available in quantity to deal- 
ers. Ask for Form No. 11. 


TYPEWRITER 
Facit, Ine., 500 Fifth Ave., New York 
36, N. Y., announces the Halda Star 
standard typewriter with lightweight 
magnesium earriage which operates on 


Swedish ball bearings. Machine has Mar- 
jet margin setting requiring only a single 
touch for setting, resetting or clearing 
margins. Instantaneous tabulator allows 
all regular and up to five permanent set- 
tings. Plastic contour keys are deeply 
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shaped to the finger tips. Synehroniza- 
tion of carriage and keyboard assures uni 
form type spacing despite variations in 
typing rhythm. Sound-absorbing rubber 
base cushion holds machine firmly to 
desk top. Extra keyboard keys provide 
for typing of additioral 
characters. Machine is finished in a rest- 
ful, soft green color. Literature 
above address. 


symbols or 


from 


ADDING- CALCULATOR 

Plus Computing Machines, Inc?, Dept. 
A-1, 5 Beekman St., New York 38, an 
nounces addition of models to 
their line of Plus Adding-Caleulators in 
9/10 and 12/13 capacities, Both machines 
are fully portable, weighing 181% and 22% 
Ibs. respectively. The 


electric 


accumulation se 


quence is the reliable 
that of the models, but a 
patented feature is incorporated in the 
selection movement embodying the natu 
ral characteristics of weight, 
which contributes towards fast registra- 
tion. There is no absolute limit on the 
equipment’s speed and work output po 
tential. Touch at 5 oz. and key-stroke at 
6 mm. are standard over the whole key- 


same system as 


manual 


mass or 


board, facilitating smooth speedy opera- 
tion and eliminating lock-ups. A uni- 
versal AC-DC start and motor is 
incorporated, together with radio, TV 
and appliances interference suppressors. 


stop 


Design allows easy access for servicing. 
The mechanism, motor and wiring assem- 
blies may be completely separated from 
each other in a second. Plus features in- 
clude emphatically visible answer dials 
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and decimal pointers, short clearance 
stroke, color coding of keys, dials and 
subtraction levers together with tough 
and attractive finished, 
alloy casework. Machines earry a year’s 
factory guarantee and are sold and 
serviced by the nationwide chain of 
Plus dealers and distributors. List prices 
are $496 for the 9/10 and $598 for the 
12/13 machines, excluding taxes. The 
prices of the manual line remains at 
$225 for the 6/7, $400 for the 9/10 and 
$500 for_the 12/13 machines. Delivery 
is four weeks on the electrics and one 


Dimenso cast 


week on the manual models. 


ADDRESSING MACHINE 
Elliott Addressing Machine Co., G-199 
Albany St., Cambridge 39, Mass., makes 
a Rotary Hand Crank Addresser which 
addresses from loaded trays of indexed 


address stencil cards at least tripling 


the speed of the manual Elliott Ad- 
dresserette. Any standard typewriter 
can be used to make the addressing sten- 
cil ecards and 
print 10,000 impressions. 
is available to dealers. 
tion from above address. 


ach one is guaranteed to 
This machine 
Full informa- 


100 


UNDERCOUNTER CASH DRAWER 


Indiana Cash Drawer Co., Shelbyville, 
Ind., makes the G-1 under-counter Cash 
Drawer of large capacity for banks and 
wherever considerable change in carried. 
The lower section of the drawer has 10 
currency compartments. A sliding tray 


in the top section has 5 coin tills for 


loose coins and 5 compartments for pack- 
aged coins. Size is 21144” long x 2014” 
wide x 63%” deep. It is equipped with 
a high-grade dise tumbler lock. Warn- 
ing bell rings each time the drawer is 
opened. Special roller mechanism gives 
free and easy operation; drawer opens 
to a smooth, full stop. Construction is 
white oak, exterior finished in natural 
lacquer (basswood). Interior is smoothly 
finished with several coats of shellac and 
lacquer. Serew holes are provided for 
installation. Packed in fibreboard 
carton, shipping weight approximately 39 
lbs. Price f.o.b. above is $68.75. 

Further details on this and other un- 
der-counter Cash Drawers may be had 
from above address. 


easy 


STEEL DESKS 


Orna-metal Products Co., 2412 8S. 7th 
St., St. Louis 4, Mo., makes the Strato- 
liner series of steel office furniture em- 
bodying new ideas in design and color. 
In the executive model, for instance, a 
large top area is provided and ‘‘seldom- 
used’’ bottom drawers are eliminated to 
give the desk a lighter, airier appear- 
anee. The idea of spaciousness and fune- 
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tional design will 
be carried out in 
all desk models. 
Colors are a soft 
Executive green 
and Stratoliner 
beige which har- 
monize well with a 
wide range of wall 
and floor covering 
colors. No sacrifice 
has been made in 
limensions of desk 
tops or drawers 
but the slenderized 
base proportions are said to add a feeling 
of spaciousness even in crowded offices. 
Complete information from 


d ress. 


above ad- 


MULTIPLE-UNIT COUNTERS 


Veeder-Root, Inec., Hartford 2, Conn., 
makes the Vary-Tally, a small multi 
unit reset counter for tallying denomina- 
tions of coins for payrolls, part break- 
downs, food portions ia 
people, ete. Up to 72 


restaurants, 
counters can be 


had in one unit, arranged compactly in 
tiers of up to 6 counters high and 12 


wide. Fingertip pressure on the large 


surfaced key registers each tally up to 
9999. One turn of the reset knob in- 
stantly returns all counters in any group 
to zero. Guide panels on each counter al- 
low inserting any deseriptive index or 
legend. The number dials are easy to 
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read from any angle and are not covered 
by the finger pressing the key. Individual 
counting units ean be placed anywhere in 
a group to equalize wear. All parts are 
corrosion resistant and internal parts 
are hardened steel. Illustrated literature 
from above address. 


CHECKSIGNER 
Safeguard Corp., Lansdale, Pa., makes 
the Safeguard Cheeksigner which will 
accommodate any size check and imprint 
single or double signatures in one opera- 


tion, or two signatures in successive op 
erations. For protection, signature plates 
are shipped direct to user from factory, 
within three weeks of receipt of order 
Additional in- 
address. 


and. specimen signature. 


formation from above 





ss 


¢ stand 


ewrite 


cyeD SIR °"* 


With these features, no wonder 
Hercules” stands are popular 


Arched Strut prevents tipping, gives 
operator lots of leg room. 


Welded tubular steel construction 
with U-bar to prevent leg wobble. 


No sharp corners or exposed bolts 
to snag stockings. 


No-glare Vibrex top reduces eye- 
strain. 


Magi-lok wing for right, left or both 
sides. Pull and it drops—push and 
it locks. 


Easy rolling 2-inch casters with soft 
rubber wheels, 


Choice of green, gray, brown or 
black baked-on wrinkle finish. (Also 
available with walnut finish wood tops.) 


Write for illustrated folder. 


MEILINK STEEL SAFE CO. 
pie) Sj elem.yme), ile) 
Makers of insulated products for over 50 years. 


CASH REGISTER 

National Cash Register Co., Dayton 9, 
Ohio, makes the low-priced Class 21 Slip 
Printer Cash Register which provides a 
total of a lst of 
purchases and prints that total on the 
When se- 
sales slips are looked 
through at the end of the day and seen 
to have certified cash register figures on 
that 
has been recorded properly. 


mechanically correct 


sales slip in indelible figures. 


rially nunibered 


sale 
Pencil fig- 
ures can be altered; cash register figures 
cannot. The total of each purchase also 
prints on an audit strip within the ma- 
chine and locked-in 


each one, it is known every 


accumulates in‘-a 


cash total. The slip-printing mechanism, 
long a feature of higher priced cash reg- 
isters, certify 
amounts on charge slips through a charge 
key. The total of each charge sale is 
clearly indicated on the charge slip and 
cannot be altered between the time the 
sale is made and the time the amount of 
the charge is entered into the books of 


may be also used to 


account. Vendors’ invoices may be cer 
tified through a paid out key for any 
payment that is made in cash. The Class 
21 Slip Printer is available with clerk 
keys, department keys, or both. Machine 
retains the features of companion regis- 
ters in the Class 21 line, such as a sepa- 
rate, built-in machine, auto- 


adding 
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4 New Tax Saving Record Books 


For Medium 
Size Businesses 


“BUSINESS AND 
TAX RECORD” 


A complete bookkeep- 
ing set-up plus expert 
help and proof to sub- 
stantiate tax deduc- 
tions. 


@ General Business 
Record @ 9 detachable 
summary forms to at- 
tach to tax return @ A 
14-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
32-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $5.98 


See your National Dealer or mail this coupon Today! 














For Business 
Executives 


“INDIVIDUAL INCOME 
AND TAX RECORD” 


Helps lower personal 
taxes by providing 
unique record keeping 
forms. 


Also provides needed 
proof for Internal Rev- 
enue Service inspec- 
tion. In addition: 


@ Schedules on detach- 
able sheets to be at- 
tached to tax return 
@ A 10-page tax saving 
Manual by J. K. Lasser 
@ Post card that brings 
16-page 1954 tax fact 
Supplement plus filled- 


in sample 
forms. $5.95 





sooemaanaceaenenen 


mecenncnncennecceaeren 


For Small 
Business 


“PAYROLL AND 
EMPLOYEE 
TAX RECORD” 


@ Complete 52-weeks 
records for 40 employees 
@ Weekly summary of 
employees pay and in- 
dividual records both 
visible at same time 
@ Flap out for monthly 
payroll summary 

@ Individual records 
loose-leafed. Weekly 
payroll forms wire 
bound @ A tax saving 
Manual by J. K. Lasser 
giving facts on payroll 
taxes, deduction tables, 
government report 
filing instruc- 

tions. $7.98 





For Daily Record 
of Tax Deductible 
Expenses 


“TAX DIARY 
AND APPOINTMENT 
BOOK” 


A beautifully bound 
gold stamped appoint- 
ment calendar plus a 
complete checklist of 
possible business ex- 
pense deductions with 
space for names, place, 
amount, ete. In addi- 
tion: 


@ A concise text show- 
ing how to get maxi- 
mum allowable deduc- 
tions — what home 
costs are deductible, 
best way to handle 
travel and auto ex- 
pense, what can be 
deducted by salaried 
employee or self-em- 
ployed professional etc. 
@ Section for deduct- 
ible personal $5.95 
expenses. 


charges 


pw eaeeeuee eee eeeee2 


SAVE POSTAGE AND C.0.D. CHARGES. 





NATIONAL BLANK BOOK CO., Holyoke, Mass., Dept. H 


Please send me J. K. Lasser’s 

[_} “Business and Tax Record” 

(_] “Individual Income and Tax Record” 

{_] “Payroll and Employee Tax Record” 

) “Tax Diary and Appointment Book” 

I will pay postman plus C.O.D. 


Name 


Address 


City 


If you enclose payment with this coupon WE will 


prepay all postage charges. 
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graphic detail strip, and self-inking rib 
Further may be ob 
tained by writing to the company. 


FOLDING MACHINE-TRUCKS 
Federal Cash Register Co., P. O. Box 


2265-A, Kansas City, Mo., makes patented 
Salesmen’s Folding Trucks for transport- 


bon. information 





ing office machines. The trucks collapse 
for easy storage and carrying in a ear 


or truck. Set up in a second to allow a 
salesman to wheel a machine to a pros- 
pect or customer. Machine can be demon- 
strated on truck which acts as machine 
stand. These folding trucks can be also 
used by 
and can be had fitted with a 2-way outlet 
and 10-ft. for light or 
power. Trucks come in two sizes; Regular 
for loads from 25 to 200 Ibs., and Heavy 
Duty for loads up to 500 lbs. Use of a 


repair and servicing personnel, 


extension cord 


truck allows a salesman or delivery man 
to park anywhere and wheel the machine 
wherever necessary. It saves labor costs 
by allowing a lone man to handle heavy 
machines. Write above address for liter- 
ture and prices. 


FILE DRAWER DIVIDER 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., makes Self-Adjust- 
ing File Drawer Dividers which tilt to 
form a perfect filing ‘‘V’’ and are self- 
when material is 
The folders auto- 


adjusting additional 


placed in the drawer. 
matically adjust 


themselves as soon as 





Banish obsolete methods. In half time 

you can get the most tedious collating job 
finished. And at half cost, too, For one 
unskilled worker can easily gather 3,500 
sheets an hour, maintaining pace without 
fatigue. 


Of all aluminum, racks collapse for setting 
aside. Each section holds 500 sheets of 
paper at inclined angle. Use racks singly 
for small gatherings, or two or more 
together for large assemblies. 





© ¢ ¢ You'll Never Know 


How Quickly 
COLLATING 


can be done 


i, ] —_—— until you use 


ans 


GATHERING 
RACKS 


8 MODELS 
Each GUARANTEED 


to produce QUICKER and MORE ACCU- 
RATE results than any other collating aid on 
the market. 


SHOWN: [8-section TU Rack at $25.00. 7 
others—$10.00 to $16.50. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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it’s just what you 
have always wanted 


Handy as the telephone. In fact, it can be 
used as a combination cabinet and tele- 
phone stand. And what a blessing its glid- 
ing, sliding doors are. Makes the swing- 
door, space-eater cabinet as old fashioned 
as Uncle Elmer’s mustache cup. The sliding 
shelf is adjustable without bolting. ‘/Desk- 
Hi” is available in 2 depths, 12” and 18’— 
is 29’ high and 38” wide. Be among the first 
to enjoy the companionship of ‘’Desk-Hi’’. 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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In Office Records... 


everything has changed 


Gilbert 


Your modern record keeping equipment has 
particular requirements for index cards. 
They must stand erect for easy selection, yet 
they must also be flexible enough to be rolled 
around the platen in business machines. 
Then too, they must retain their “snap” and 
not dog-ear. Writability and erasability are 





Sutlox Bristol 


Engineered for 
Modern Record Work 


among the other important considerations. 
All of these requirements are fulfilled in 

a wide range of tub-sized, air-dried, new cot- 

ton fibre Gilbert Index Bristols . . . product 

of America’s most modern cotton content 

paper mill. Ask your 

supplier for samples. 





Gilbert Index . . . 25% new cotton fibre 


GILBERT 


PAPER COMPANY 


Dauntless Index . . . 50% new cotton fibre 
Dreadnaught Index . . . 100% new cotton fibre os 


GILBERT. .. America’s most complete line of quality business papers 


mEWASHA wisconsi® 





the divider is moved to a vertical po- 

sition. Material in the file drawers is ° 
kept from slumping, yet a convenient Papers 0 n— 
working ‘‘V’’ is possible at any point. 

Dividers are simple to install and easy 

to operate. The Aristocrat Line of files 

can be ordered with the self adjusting 

Dividers and they may also be installed 

in existing cabinets. For further infor- 

mation write for folder LBV 649. 


FOLLOW-UP FILE SYSTEM 
Smead Mfg. Co., Hastings, Minn., 
makes Cell-U- Weld Follow-Up Folders 
for positive control of work which must 
be started or completed on a_ specific 
date. <A sliding signal in a_ celluloid 
channel is easy to set over the desired 


date or time period on a printed date Bo. | Shreds come out 


SHREDMASTER 


Shredding Machine 








quickly turns your confidential papers 
... Old records ... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 


a 
‘ 
' 
' 
‘ 
' 
‘ 
‘ 
‘ 
' 
' 
' 
' 





a: 
q 
qf 


ANYONE CAN USE—Quick, safe, easy op- 
eration! 


PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 


PAYS FOR iTSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 


Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 


seale. Filing the folders alphabetically, Write for Free Circular No. 12. 
numerically or chronologically provides THE SHREDMASTER CORPORATION 
for automatic selection of time-due ree Division of Self Winding Clock Co. 
ords for any purpose. Signals stay put 203 Willoughby Ave. 
and cannot become accidentally de Brooklyn 5, N. Y. 
tached, Tab is protected against wear 

and soiling. Printed dates are always 

clearly visible. Insertable titles allow 
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continuous re-use of folders. Body of 1’- 


| capacity folder is sturdy, tan Smeadfibre 
. for long wear. The Cell-U-Weld process 
Q é 55 permanently welds the celluloid to the 
| folder. Write above address for free 
sample. 


— TELEPRINTER 
babe: Zig, ed a . ° . . 
an ee Kleinschmidt, Ine., County Line Road, 


4 = SELF SHARPENING Deerfield, Ill., makes a teleprinter de- 
~ oe 


signed to send and receive messages at 


~ 100 words per minute but actually 
ae capable of speeds up to 150 w.p.m., 2% 
ee times faster than teleprinters presently 
used. The 45-lb. page printer, only about 


one-third the weight of those now in use 
Neo ll and containing 30% fewer moving parts, 


Always a sharp 
erasing point 

at your fingertips! 
Simply peel paper 
back! No special 
sharpener needed! 
Another popular 
Paper-mated eraser! 


@ ERASES SINGLE 
TYPED LETTERS is the creation of Edward E. Klein- 
WITHOUT BLURRING schmidt, co-inventor of the present tele 


type machine. The teleprinter, when re 
@ WON’T ABRADE OR 


ceiving from a’ previously prepared per- 
ROUGHEN PAPER forated tape, can hit a speed of 15 charae- 
@ MAKES CORRECTIONS ters a second regardless of how slowly 
the message originally was typed. Pres 

ON ORIGINALS ent printers, weighing about 110 Ibs., 
AND CARBONS have a top rate of 60 w.p.m. or approxi- 
rrapewanx aec.u.s.pat.orr | mately the average speed of a human 
operator. The Kleinschmidt Teleprinter 


provides a system of electronic commu 
j nication whereby printed messages can 
4 be transmitted simultaneously to any 
number of similar machines. Receipt of 
4 the message is instantaneous with its 
: transmission, regardless of distance from 


since 1849 the sender. Each unit is capable of both 
sending and receiving and will operate 


Ni YOs 


HILIUM 
ONY » 





THe Orrice—December, 1953 





To make your work look better... 
Make You look better... Always use 





ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 


Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of 
WHAT'S YOUR BRAND? , 2 : 
pice dne belle ogy MWCO 


= illustrated little 

t givi | 

fects ebeut femeus AMERICAN CARBON 
Southwestern cattle 

brands. We'd be pleased 


to mail you a copy at PAPER MFG. CO. 


your request. 





To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


110 





on both wire and radio circuits. Con- 
trolled sy a keyboard similar to a stand- 
ard typewriter, it can be operated by 
anyone who types. Made in several mod- 
els one of which overcomes the speed 
limitations of manual typing when used 
to transmit to a page printer. It also 
makes practical high speed remote op- 
eration of automatic office machines like 
addressers, calculators, printing - 
and mechanical bookkeeping 
counting Catalog 
address. 


adders 
and ae- 
above 


devices, from 


INSULATED FILES 
Meilink Steel Safe Co., Toledo 6, Ohio, 
makes Hercules Multi-Lox 
Files, arranged to specifi- 
cations, which provides any number of 
combinations of 


Insulated 
customer’s 
locks for opening a 
file drawer or a series of drawers by 


lock. 
locked 


many 


key or combination 
drawers in a file are 
key-operated Jock. In 
pecially in government, security requires 
that more than one person be present 
when confidential is removed 
from a safe or file. A Hercules file can 
have up to seven locks per drawer, which 


Ordinarily 
with one 


cases, eS- 


material 


Tue Orrice—December, 1953 











would require the presence of seven per- 
sons to open the single file drawer al- 
though the rest of the file could be open 
for use or various locking combinations 
installed to control the opening of each 
of the other drawers. As a further se- 
curity measure, Hercules files have a 
signaling device which cannot be closed 
until every drawer in the stack is se- 
cured. While each drawer can be re- 
moved from the file stack when neces- 
sary, access to the drawer immediately 


ESTON 
A WEST 
bTON PAP 
PER 
Best wa 
specify 


content paper . 


letterheads a 
tinction - 
Your prin 


WESTON k 4 
hat g!v 
backgroun' 


— the look of success- 


ter will be 


1 this fine Pp 


above or below is impossible because of 
a steel panel which is installed between 
drawers for protection from pilferage, 
but permits free circulation of air within 
the complete file in case the unit is 
subjected to fire. Hercules Insulated 
Files have grip type handles on each 
drawer. Each handle operates a latch 
mechanism which secures each drawer at 
both top and bottom. All 
finished in satin 
are available in 


hardware is 
Hercules files 
three or four- 


chrome. 
two, 


WES TGnm PF AP 


ke sure is to 
30ND, the . 


ag, 
es your 


1 of dis- 


glad to 


il1. You will be sut- 


rised to heart 


fade by 
sae Dalton, 


book. 
ite for sa mple . 
is ‘Address Dept.OF 


Byron 
J Mass. 


1, how little it costs. 


“in om- 
Weston C WESTON 


N PAPER 

ER A W 

APER rN 
A WES 
N PAPE 


ASK YOUR PRINTER TO USE 


WESTON BOW 


Made by WESTON. ... Makers of Papers for Business Records .. . Since 1863 
Envelopes to match with Grip-Quik seal fast gum. 
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VALET 78 RACKS 


Outsells Ordinary 

Costumers because 

... it "Keeps wraps 

in press"; holds 

more and wil! not 
tip over. 


The S-6 Office 
Valet is your 
best recommendation for the small 
office, for it provides 6 spaced coat 
hangers, 6 ventilated hat shelves and 
a built-in umbrella stand. 
Sturdy welded steel construction — 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished. It 
has become standard equipment with 
leading office planners and archi- 
tects. 
Backed by National advertising and 
abundant dealer sales helps—it is a 
profitable unit to catalog, stock and 
display. 
WRITE FOR BULLETIN OV-10 


VOGEL-PETERSON CO. 


1121 West 37th St. « Chicago 9, ill 





drawer standard letter or legal styles 
with either the Class C or Class D Un- 
derwriters Laboratories Label. Files are 
finished in office gray, green, walnut or 
mahogany grain. Weights range from 
385 to 725 lbs. depending on style. Mei- 
link makes a caster base for files which 
permits easy movement of the complete 
unit. Prices range from $140 for a 2- 
drawer letter size unit in eastern U. 8. 
to $325.80 for a 4-drawer legal size file 
delivered in the west. 


DESK TRAYS 

Sengbusch Self-Closing Inkstand Co., 
1253 Sengbusch Bldg., Milwaukee 3, Wis., 
makes the Build-Up Horizontal Desk 
Tray of heavy gauge steel, engineered 
for exact interlocking. The bottom 
flanges on each tray interlock into slots 
of another tray. Trays have identifica- 


tion label holder at both ends. Rubber 
feet prevent sliding or marring desk top. 
One or more trays can be used at a time. 
Trays are finished in green, gray or 
brown baked enamel, list at $2 for let- 
ter size, $2.75 for legal size. Rubber feet 
are 25c a set of four. Literature from 
above address. 


TYPEWRITER PLATEN 

Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., announces the Good- 
rich Executive-Gray de Luxe Typewriter 
Platen, made to provide maximum re- 
sistance to stencil oils and give clear, dis- 
tinctive typing impressions. Its color 
matches the gray wrinkle finish of the 
typewriter for better appearance of ma- 
chine. Packaged in a see-through box, 
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’ © > , 
She $ turning out Your secretary — or anyone in your office — 


can work 5—10 times faster with Facir, the 


5 times more work fully automatic Swedish calculator. Thanks 


to its revolutionary, easy-to-learn 10-key 


every month > 


in one fifth the ordinary calculating time 


m she can solve any calculating problem 


She’s getting 5 times more work done every 
month! And she can operate Facit with 

one hand, leaving the other free 

for notations, checking etc 


(BY 


y\\ 
V7 catcutator 
All the figures ADE IN SWEDEN 
on your World’s most 


five fingers exported calculatap 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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for effective display, with feed rolls as- 
sembled to feed roll shaft ready to in- 
stall. Old platens can be recovered with 
Kxecutive-Gray including feed and bail 
roll assembly. Write above address for 
descriptive !iterature. 


OFFSET RIDER ROLLER 

Litho Engineering & Research, 3237 
Kastlake Ave., Seattle 2, Wash., makes 
the Hefty-Roller, a heavyweight  all- 
metal ‘‘lifetime’’ rider 
roller which is said to effect a noticeable 
improvement in presswork results on Se 
1200 Multiliths. Weighing 21% Ibs., 
the Hefty-Roller is heavier 
than the standard %-lb. rider 
roller ordinarily found on Multi 
liths. its heavier weight, it 
works efliciently, breaks 
down more thor- 
oughly, resulting in uniform ink 
distribution, better almost 
complete elimination of ghost images. It 
add brilliance and sparkle 


replacement 


ries 

times 
rubber 
small 


five 


Because of 
the ink 
ink pigments 


more 
much 
more 


control and 


is said to 


OrFICe MANAGERS: KING ARTH Wi 


Here's Your 
Best Table 


Buy. 


FOLDS FOR 
COMPACT 
STORAGE 


SMOOTH TOP 


RUGGED 
CONSTRUCTION 


: INSTITUTIONAL SALES maiiatsenens 


LOW- 
PRICED 


through with it just fold the legs for compact storing. 
Rigid, rust-proof folding leg assemblies eliminate pipe 
legs, saw horses, trestles ... 
bd ... stays in position with double action lock. The five-ply 
plywood top is moisture-resistant and warp-proof . . 
e also available in Formica. Edges protected by aluminum 
moulding. No comparable table can match its low price. 
Write For Complete information and Nearest Dealer's Name. Dealer inquiries Invited. 


when running colored inks and to ma- 
the depth and intensity 
in solid areas. The Hefty- 
in two models, either 
the latter unit 


terially increase 
of coverage 
available 


or all brass, 


Roller is 


all-steel 


weighing 2% Ibs. Both models are pre 
cision-surfaced and designed to withstand 
heavy duty indefi 


appreciable the 


TABLES 


SIZES; 
3085 309 
sey 3g! 
30" 202 
36"y agi 

36s 34 
3085 308 


Also 
ROUND 
IN 36", 48", 
54", 60", 
and 72" 
DIAMETERs. 
AND HALF. 
ROUND 
96" 48", 


service 


wear, 


continuous 
nitely without 


Mualti- 
Purpose 


Need extra table surface in a 
hurry. The answer is the sensa- 
tional King Arthur Tables. Sets 
up in a moment ready for 
use... and when you're 


supports up to 3000 pounds 


3231 N. Lee Street @ Philadelphia 34, Pa. @ GArfield 6-5815 
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Stay ahead at the 
\\office while away in the field / 


. with easier-to-use 


SoundScriber’ 


DICTATING EQUIPMENT 


Only dictation 
disc useable on 
long playing 
phonographs. 


Come back to your office—to find all reports, 
memos, correspondence, from your trip typed anc 
on your desk ... that’s easy with SoundScriber! 
Each day, drop a thin plastic disc on your SoundScriber and get your dictation 
on its way back to home base. These little green discs, the size of your palm, 
take fifteen minutes of dictation each, fit into regular envelopes. Nine of 
them for one three-cent stamp. 
You can also mail your voice to family and friends via SoundScriber, for tne 
SoundScriber disc is the only one that plays back on long-playing phonographs. 
Find out all the reasons why SoundScriber is easier to use. Mail the coupon for 
further information. 





Only SoundScriber Offers You: SoundScriber Corp., Dept. 0-12 
New Haven 4, Conn. 


1. Automatic On-the-Disc Indexing. Send sample disc and literature. 
2. Two Arm Flexibility. 

3. Mail-Chute Size Discs. 

4. Lightest All-Purpose Machine. 


SEND TODAY oon 





MONROE has the Adding Machine 
for YOU! 


With the addition of the newest in modern 10-key 


adding machines to its- matchless line, Monroe 
offers every business the model best suited to every 
need. Whatever your preference—whether it's the 
full keyboard or 10-key type—Monroe has the ma- 
chine that, dollar-for-dollar, gives you the best value. 


And whether you choose the full keyboard or 10- 
key, your operators will agree on this—Monroe has 


the lightest, gentlest, fastest keyboard on any 
adding machine! Either way you figure it, a Monroe 
does a better job. 

Here’s a new thought: Why not try both types in 
your office at our expense? Then you and your oper- 
ators can pick the Monroe that does the better job 
for you. Call the Monroe Branch listed in the 
Yeliow Pages of your telephone directory. 


Operators Who Know... Prefer MONROE 


MONROE CALCULATING MACHINE COMPANY, 


INC. 


General Offices, Orange, New Jersey 
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manufacturer states. The Hefty - Roller 
prevents uneven inking or skipping, al- 
ways stays in full contact with large 
ink roller, does not wobble, cannot sag, 
pit, swell or get out of round, according 
to the manufacturer. Offered on 10-day | 
free trial. Descriptive folder from above 
address. 


TYPEWRITER DESK 

P & W Cabinet Makers, 5814 Main St., 
Long Hill, Trumbull, Conn., makes a 
typewriter desk of 7-ply wood with 2” 
birch constructed to provide long 
years of trouble-free use. Desk size is 
36” x 20” and 30” high. A fixed type- 
writer platform can be had either 26” 
or 27” high, or desk can have a typing 


legs, 


platform adjustable from 2514” to 30”. 
The desk’s drawer is 1214” x 15%”. One 
model takes all manual and electric ma- 
chines except the IBM Electromatic; an- 
other model to take this latter machine 
is made at same cost. Desk weighs over 
40 lbs. and is finished with two coats 
of clear lacquer rubbed down between 
coats for a natural satin finish. Addi- 
tional information from above address. 


SPIRIT DUPLICATORS 
Duplicopy Co., 224 W. Illinois St., Chi- 
eago 10, Ill offers a catalog bulletin 
which covers the complete line of Dupli- 
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SWISH IT's <i 
ae 


/SEALED!z 


STAMPED! 


2p IG 
IT'S ( a Le oy 
OPEN! 


FZ 
WITH 


Nae 
mailMaster 


Large organizations 
spend thousands of dol- 
lars to systematize mail 
handling. mailMaster in- 
stalls the same system in 
your office for $59.50. No 
supplies to buy, no rental. 
An office mailroom, 

the size of your 
phone, 
times during the day 

to open incoming 


used many 


mail; seal and stamp 
outgoing mail. 
Write for illustrated folders 
and name of dealer 
COMMERCIAL 
CONTROLS 
CORPORATION 
Dept. 0-123 


CONTROLS 


CcCOasOeaTIO™ 


1 Leighton Ave., Rochester 2, N. Y. 
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A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER— 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive pneumatic 
type cushion that definitely softens 
the clatter of typewriters — 
and electric) . . . adding machines .. . 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. .. and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 





copy spirit duplicating machines and 
Duplicopy supplies. It gives complete in- 
formation on the low-cost hand feed 
machine and the automatic feed model 
as well as retail prices on both machines 
and all supply lines. Sheets have uni- 
versal punching for filing in any binder. 


PAPER JOGGER 

Ilva Scheinker, 33 Great Jones St., 
New York 12, N. Y., makes the I. S. Jog- 
ging Machine, a noiseless, high speed 
jogger which handles all kinds and 
weights of paper from carbon and tissue 
to card stock. Machine’s work surface, 
which comes in sizes for every office use, 


can be divided with removable partitions 
to allow jogging several different jobs 
simultaneously. Each side of the jogging 
table can have a different motion power 
when simultaneous jobs contain different 
paper stocks, Anyone can use this jog- 
ger which plugs into any light outlet. 
Write above address for illustrated lit- 
erature, 


COPYHOLDER STUDY 


Remington Rand, Ine., 315 Fourth 
Ave., New York 10, N. Y., offers a free 
booklet, ‘‘Forward vs. Side Reading at 


THe Orrice—December, 1953 











> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS... FAST... 
QUIET... EASY 10 
OPERATE! 


— 


Models with 7 and 
8 columns available at 
small additional cost. 
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‘Built with the precision of a 





fine Swiss Watch! Adding — 
Counter Mechanism of the 
Regna is produced by re- | 
nowned Swiss Watch facto- 
ries, main assembly of 
Swedish quality steel . a 
combination that guarantees : 
years of trouble-free service 
and reliable operation. 





supply every . 
department or - 
desk with this . 
time - saving — 
assistant, 


GET FACTS ABOUT THE 


REGNA ADDING MACHINE NOW! 


Gentlemen: 


Please rush more information on the Regna Adding 
Machine and tell me how I can become a Regna dealer. 


Nome 
Company 
Address 


I City 

















OLDEST... and still the FASTEST! 


# ABACUS 


adding-calculating 
machine 


* 


Devised by the mathematical wizardry of 
ancient Egypt . . . used today by millions 
throughout China, Japan, Russia, India, Indo- 
China, Malaya—and even in America! 


fantastic calculating speed! 
Adds, substracts, multiplies, divides — with 
the flip of a bead! Can actuaily outrace 


many modern calculating machines costing 
almost 100 times as much! 


Lasts a lifetime! Nothing to 
break or get out of order. 
Simple to use! Totals always visible. 


13 column listings—!3 column totals. Com- 
putes any total up to $99,999,999,999.99! 


More abacuses In use today than all other 
types of adding machines combined! 


onY 7.50 


RETAIL 


Complete with operating instructions. 


Another S-W exclusive 
available from your office 
machine dealer. 


SHIPMAN-WARD MFG. CO. 


325 N. Wells St. Chicago 10, Ill. 








Typing Stations,’’ based on a classroom 
study of typing station equipment con- 
ducted by three mid-west educators. Be- 
ginner students using Remington Rand 
Line-a-time copyholders achieved 13% 
more output during the test. These same 
students gained 21% in accuracy. As the 
students gained in typing proficiency, 
their percent of output and accuracy 
through the use of copyholders increased 
to an even greater degree. 


VAULT CABINET 

Cole Steel Equipment Co., 285 Madison 
Ave., New York 17, N. Y., makes the 
Cole File Vault which contains two let- 
ter size, ball bearing, file drawers; two 
double drawers for 5” x 3” or 6” x 4” 
ecards (6400 capacity), three adjustable 
compartments and a 30” x 17” shelf. 


There is also a vault compartment pro- 
tected by a 4”-dial combination lock. 
Outer doors of the cabinet have lock and 
key. Cabinet overall size is 60” high, 
314%” wide, 18” deep; finished in olive 
green or Cole gray baked enamel, at 
$89.95. With legal size file drawers, 
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convenient... 


MANAGEMENT: For Copying > SALES For Copying Orders, Let-  ° MANUFACTURING: For Copying > SHIPPING: For Copying Re- 

Letters, Reports, Contracts. In- { ters. Inquiries. Presentations, * Schedules Work Sheets, Control : ceipts Claims, Freight Bills 

structions, Statistics, Ete * Price Sheets. Etc : Sheets, Master Records, Inven- * Pouning Ships, Bills of Lading 
° * tory Records, Etc 


Use It To Copy 
ANYTHING 


right in vour own office! 


Aico 


Systematic 4 tale. Stop 


EVERY DEPARTMENT can use the Apeco Systematic Auto-Stat. This new 
all electric photocopying machine prints, processes and dries automatically. 
It's fast—dry copies in less than 45 seconds! It's convenient—fits on the corner 
of any desk .. . it’s ready for instant use! it’s easy—anyone can operate it! 
Saves up to 80% on copying jobs. Eliminates retyping, hand copying, check- 
ing or costly outside copying service. Makes legally accepted black and white 
or colored copies from any original up to 11” x 17”—printed on one or two sides. 
So low cost—a complete Apeco Systematic Auto-Stat installation is priced 
well within the budget of even the smallest firm 


 pnorocory INFORMATION Kir T'S Free 


“TrEELTLELTLi tT} “Re eBeaeeaene 
9 American Photocopy Equipment Co. 
1920 W. Peterson, Chicago 26, Iilir Dept. O-12 


4 
x RUSH ME NEW PHOTOCOPY INFORMATION KIT containing 
« 





eeoeeeeeseeereeeereseeeeeeeeeeereereerereee 


booklet on the Apeco Auto-Stat plus separate folders on copying 
tax returns, color copying and copying on preprinted forms 











-_ 9 


Lamm BRR UR RRR ee 
In Canada: APECO OF CANADA. LTD., 134 PARK LAWN ROAD, TORONTO, ONT 


Stat 
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15% to 20% more copies per 12-01. tube 
Clean, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetration 


Won't pack on distributor bar 
Won't drip from silk screen 
Won't harm Stencils or silk screens 


Won't harden on wover rolls or bakelite 
cylinders 


Special odapfer head on tube fits 
Gestetner ink pump 


Washes off hands with soop and water 


Write for nome of 
nearest dealer 


INK SPECIALTIES CO., INC. 


523 N. HALSTED $T., CHICAGO 22, ILL. 
IN CANADA 
Carbon Paper Service Bureau 
177 King St., West Toronto, Canada 





$94.50. The same cabinet can be had in 
grained walnut, mahogany or knotty pine 
finish for $15 additional. 


RECORDS RETENTION 
Diebold, Ine., Canton 2, Ohio, offers a 
free copy of their management study, 
‘¢ Storage Files or Microfilm?’’ made with 
the cooperation of several large firms. 





This shows how to determine the cost 
of retaining original records vs. micro- 
filming records and indicates at what 
point one method should supersede the 
other. 


PAPER ROLLS 


Hunt & Colleys Ltd., Hucknall ag 


Nottingham, England, are specialists in 


the production of paper rolls for every 














individual requirement. Rolls are made 
in any width, cleanly wound, for all 
types of machines. Rolls of gummed 
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MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


—~—— -— 


THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording equipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP €O., INC. 


MANUFACTURERS 
368 BROADWAY 


NEW YORK 13, N. Y. 








ONLY REX- QROTAR HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


sl 


It's exclusive with the revolutionar 
Rex-Rotary 0270... an ink pom 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention ae 
copies come out perfectly and uni. 
formly printed . *MO more under. 
or over-inked copies . . re-inking 
not necessary ++ @ bell announces 
when i's time to insert ao ne 

cartridge, 5% 


.-. with printing isi 
Press precision, 
(eres sheets or small cards, the 
eavtiful steel grey Rex-Rotar 
Electric Multi-Color D270 does a fast job in any cular 
STENCIL -+. better, cleaner and with more 
economy and flexibility than any 


DUPLICATOR other machine 


ee em ee me oe ee 
York 1, MY. 


Rex-Rotary Distributing Corp. 19 W. 33 St., 
Let me hove more information abou! the new Rex Rotory 0270 duplicator ond ; 


the name of my neores! distributer 
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; <ae 


IMPROVED MACHINE 
CLEANING FLUID 


SOLD ON ABSOLUTE 
MONEY-BACK GUARANTEE 





| sired manner, can be supplied. 
| above address for prompt receipt of quo- 
| tations, samples, complete information. 








Chock these points: 


WILL NOT GUM. 

WILL NOT CORRODE, 

WILL NOT STICK. 

PLEASANT ODOR, 

SAFE. 

NON-TOXIC. 

FAST—CLEANS IN 5 MINUTES. 
NO WATER RINSE REQUIRED (use 
water rinse if desired). 
PRODUCES BRIGHTER, CLEANER 
MACHINES. 

SAVES LABOR. 


NEW REDUCED PRICES 
$1.20 per gallon (for 55 gallons) 
1.30 per gallon (for 30 gallons) 
1.40 per gallon (for 5 gallons) 
F.O.B., K.C. 
TRY IT AT OUR RISK! 
Test-try LIX Improved Machine Clean- 


w 
al 
a 
“ 
“ 
“ 
a 
y 
“ 
“ 


work, 
absolute money-back guarantee, 


READ THIS GUARANTEE: — 


“Test-try new. improved LIX Office 
Machine Fluid for ten days. If it 
doesn’t do what you expect — and 
more, fire it back collect. Your money 
will be returned at once.” 


LIX DISTRIBUTING CO. 


120 S. MAIN, INDEPENDENCE, MISSOURI 
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| warning when 
| placement. Printing area is 17” x 131” 





stock, plain or perforated in any de- 


Write 


STENCIL DUPLICATOR 
Rex-Rotary Distributing Corp., 19 West 


| 31st St., New York 1, N. Y., announces 
the Rex-Rotary Jetliner double-size sten- 


cil duplicator which has an exchangeable, 
completely automatic inking system 
which allows running different colors. A 
dial is set for desired ink density and 
the machine feeds the correct amount 


| of ink for light, medium or dark copies. 


| This eliminates offsetting and keeps 


operator’s hands clean. Operator receives 
ink cartridge needs re- 


for paper up to 181%” x 15”. Two stacks 
of sheets can be run simultaneously and 


| a double size legal stencil, two single 


legal size stencils or one stencil can be 


ing Fluid in your own shop on your own | run. Automatic paper feed handles all 
We back Improved LIX with an | “(°°*S 


| Counter stops machine and paper feeding 


from cards to airmail paper. 


when desired 


finished. 


quantity of copies are 


DICTATION-VENDING MACHINE 

Travel Talk, 1386 W. Exchange St., 
Akron 13, Ohio, makes Travel Talk desk 
booths for coin-operated dictation service. 
User inserts a quarter, receives a Dicta- 
belt (good for 15 minutes dictation) plus 
a folder in a stamped airmail envelope. 
By inserting another quarter, he can use 
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Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS. In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 





2*2=9 


WHEN 
YOU USE 


NORTHWEST'S 


EXPANDING 
FILES... 


You gain 25% in value 

from your floorspace with 

eve 4-drawer NORTH- 

WweESsT —— Expanding 

File which holds the 

equivalent of five rigid-front file drawers—and holds 
it efficiently. Folders can be easily removed and 
replaced without touching the followers. Filed ma- 
terial is tightly compressed when the drawer front 
is swung closed. You get similar savings from 
NORTH-WEST’S “V" Expanding Files in 2, 3, 
4, or 5 drawer models. Write for complete informa- 
tion and you'll see why file clerks prefer ‘‘V’’ Ex. 
panding Files. 











SAVE ON 


OFFICE SUPPLIES 


FREE NEW 
CATALOG 


If you have not yet 
received your copy, 


WRITE US TODAY 


Consolidated 
Office Supply Co. 


711-A S. Dearborn St. Chicago 5, III 
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IMMEDIATE DELIVERY! 


NORTHWEST. METAL PRODUCTS CO. 


1337 E. Masen St.,'Dept. O, Green Bay, Wis. 


YOURS for the asking ee 


“HOW TO SELL 
NUMBERING 
MACHINES” 


Only Book of Its 

Kind Ever Published 

+ « » Devoted to Increasing Retail 
Sales and crore on Numbering | 
Machines . | 


50 Beas, pnatese 60 pages 
of valuable selling information. | 
‘Write for compliménta 


ay WM. 


Sr 


ry copy. | 


A. FORCE 


2ZIO NICHOLS AVENUE, BROOKLYN 8.WN.Y 
SALES OFFICES NEW YORK CHICAGO SAN FRANCISC CANADA 











Let us send you 





illustrated proof of how the 


15 SIZES OF 
DOLIN STEEL STORAGE FILES 


can help you solve your 


records retention problems. 


Write to 


DOLIN METAL PRODUCTS, INC. 


317 Lexington Avenue 
Brooklyn 16, New York 

















MR. DEALER... 


YOU save time and shipping 
costs by buying from MIMEO 
—THE ONE source of Stencil 
Duplicating Machines and 
Supplies manufactured in the 
East! 


@ Stenci! Duplicators—7 distinc- 
tive models, ream feed, man- 
ual and electric—automatic 
and hand feed—priced from 
$32.50 to $327.50. 


Stencils—all colors and sizes 
for all machines. 


Inks — Water soluble, fast 
drying, all colors. A good ink 
for every purpose. 


Correction Fluid—I oz. and 
“2 oz. Blue, tip-proof bottle, 
bakelite cap with brush at- 
tached. 


Styli—Plastic handle, non-roll, 
each in transparent container, 
26 styles. 


MIMEO MANUFACTURING CO. 
401 Broadway - New York 13, N. Y. 
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for ten 
Soundproofed booth contains comfortable 
chair. 


Dictaphone machine 
Booths are being installed in pub 
lic places. Write above address for 
information. 


ADHESIVE CARBON PAPER 


U. 8S. Typewriter Ribbon Mfg. Co., 


621-623 Cherry St., Philadelphia 6, Pa., | 


makes Press-and-Peel carbon paper which 
has a self-adhesive edge so that it can 


be adhered to forms like accountants’ 


sheets, payrolls, inventories, time sheets, | 


off | 


The carbon is 
work is 


ete. merely 


finished 


peeled 


when and can be re 


used. P&P Carbon Paper can be used for | 


hand and accounting machine writing; 
is easy to and has many applica- 
Free samples from above address. 


use 


tions. 


PAYROLL TAX CHART 
Corp., 49 West 37th 
18, N. Y., makes the Calcu- 
which quickly indicates the 
permissible amount payroll 
tax deduction (assuring maximuin take 
home pay), exact deduction for FOAB 


Caleu-Tax 
New York 
Tax chart 


lowest for 


and, if desired, deduction for N. Y. State 


Disability Insurance for weekly payrolls 


from $20 to $200 in 25¢ jumps. A sup 
plementary chart is available for pay up 
to $250. Any deduction is quickly lo- 


cated with one hand by moving the slide. 


The Caleu-Tax is $4.95; less for four or 
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minutes, | 


full | 


St., 





THE ALL NEW 


bs TYPE-RITE pa’ 
PLATEN >, 


100% GR-S RUBBER “<Q 

SEND FOR OUR PRICE LIST 

Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 

409 LaFayette St. N. Y. C. 3, N. Y. 


DICTATING MACHINE 
SALESMEN 


Your equipment can be sold for special instal- 
lations when our “ECHO Verbatim Reporter 
Electronic," or ''HUSH-A-PHONE Voice Silen- 
cer’ is added. Be up-to-date and don't miss 
any bets. Inform yourself. 


Write for bulletin "Voice." 
HUSH-A-PHONE CORP. 


65 Madison Ave. Room 710 New York 16 














EX P OR T 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We gquar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 


Cables: “ERGIBIAN.” Telephone: WOrth 6-2370 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT al merry ||| 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 

















the beauty 
type... 


calls fo 
Nylon 


PEERLESS-IMPERIAL 
Empress Nylon 


—the best for those 


who want the BEST 
apg 


Nylon is truly a wonderful fabric 
—to wear or to type with. Combined 
with our superior inking formula, 
which gives greater ink dispersion 
and retention, EMPRESS is a longer- 
lasting, more economical ribbon. 
Letters typed with EMPRESS Ribbons 
, come out of the 

machine with a 
clean, clear, ex- 
ecutivelook. Ask 
your Dealer, or 
write to us for 
samples and 
prices. 


| “meres 


PEERLESS IMPERIAL CO., Inc. 


rey O y 
28 Peerless Place, Newark 5, New Jersey 


| t River Rouge, M 





more. I[llustrated literature from above 


| address. 


RECORDS-MONEY SAFE 
Mosler Safe 
makes a combination ) and 
records safe designed to protect cash 
from burglars and important records 
from fire. The multi-purpose protective 
unit is anchored in a _ steel-elad, re- 
inforced concrete block, too heavy for 
burglars to cart away. An armored-steel, 
burglary resistive money chest is built 


Hamilton, Ohio, 


money chest 


Co., 


into the upper portion of the concrete 
block and because it is engineered to re- 
sist safecrackers, it takes one of the low- 
est rates of safe-burglary insurance. De- 
pending upon territory and type of busi- 
ness, this savings in insurance premiums 
ean exceed 50%. The fire-resistant rec- 
ords container is anchored into the lower 
portion of the reinforced concrete block 
and large enough to hold several cash 
register trays. Both money chest and 
records container have an individually 
operated Counter-Spy combination lock. 
In addition, the money-chest is equipped 
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aed B AVE, 


VAS 
; 


STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware- 





"'Twin-Post'' corners are actu- 
ally 2 posts with 3 strong cor- 
‘} ners . . . shelves fit tightly, 
3} everything stays in line. Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
4] able in a wide range of sizes. 
See your office supply dealer 
or write us for specifications. 


EUBAUER MFC. CO. 


2013 Centrul Ave. 

















Minneapolis 18, Minn. 





Don't drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.jJ. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


vaumeeeneneeeeees 
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house shelving needs. 16 gauge | 


i 


ENGINEERING FIRMS 
SAY “IDEAL FOR OUR 


JOB OR apse bacco 


USE 
SOUND POWE 
Electric + ELE PHON 


NO BATTERIES. No outside power. 
LOW in FIRST and LAST COST. 
ALWAYS READY in EMERGENCY. 
UP TO 12 stations intercom. 
rrosion-resistant construction. 


e« Co 
ASK ABOUT NEW EXECUTIVE-TYPE CRADLE PHONE 
THE WHEELER INSULATED WIRE CO., | 


Division of The Sperry Corporation 
1106 East Aurora Street, —oe 20, Conn. 


AT HAND... 
IN THE RIGHT 
HANDS! 


with 
TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


| With Moore Key Control TeLKgg, you never 


have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 
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(leopatra... 


NEVER HAD IT SO GOOD 


Sen THE MAGIC 
HAND CLEANER IN 
THE SQUEEZE BOTTLE 
— REMOVES INK, 
DYE, HECTOGRAPH, 
GRIME AND DIRT 
STAINS. 
We believe SEN to be 
the finest hand cleaner 
that it is possible to 
make, because of the 
fine ingredients used. 
No water needed. SEN is a liquid cream 
containing lanolin — works twice as fast — a 
little goes a long way — and leaves the hands 
in a smooth condition all day. There are no 
abrasive materials in SEN and it can cause 
no skin irritation. 





RETAIL PRICE: 
8 oz. $1.00 


Packaged 24 to the 
carton. SEN is also 
packaged in gal- 
lons for liquid dis- 
pensers in wash- 
rooms — no water 
needed. 


Attractive counter 
displays available. 


The Magic 
Hand Cleaner 


* 
POTOMAC PRODUCTS 
BERWYN, MARYLAND 

Eastern Representative: 


Lifton-Keppler Associates 
321 Broadway, New York 7 REctor 2-5165 











with an Underwriters’ Laboratories tool 
resisting label and their approved re- 
locking device label for added protection 
attack by drills, sledges and 
explosives, 


against 


MAIL OPENER 
Mfg. Co., Inc., 841 N. La 
Blvd., Los Angeles 46, Calif., 
makes the Fleet Mail Opener which opens 
envelopes up to 10” long and any thick- 


Haldon 


Cienega 


ness without damaging the contents. De- 
signed by Fred K. Storm, industrial de- 
signer, the body is cast aluminum finished 
in office gray and trimmed with chrome. 
Cutting blades are high grade tool steel 


Loose 
Leaf 


STORAGE COVERS, 
Style CSP 


. 











BINDERS for 


MARGINAL 
PUNCHED # 
FORMS * 


* THIN 


POST BINDERS, 
Style TP 
Solid '%"' posts, : 


guaranteed = un- 
breakable. Slate 


blue canvas — 


hinges. Sizes 8'/,"' 
xl0%" to {7''x 
147%4"". 

WRITE 
FOR CATALOG © 


LOOSE LEAF 
Company, Inc. 


Strong pressboard with 
heavy 2-piece canvas 
hinge for maximum flex- 
ibility. Sizes 8!/.''x8'/."" to 
17"'xl47%4"". 

EXTRA STRONG 
BINDERS, Style CSC 
Full canvas bound for 
permanent records stor- 
age. Sizes 8'/2''x8'/." to 
17''xI4"", open backs. 
PRESSBUTTON POST 
BINDERS, Style KP 
Keyless with '4"' posts. 
Sizes 8'/."'xl05%"" to 17"'x 
147%". 

THIN PRONG 

BINDERS, Style PB 


2'"' capacity only. Sizes 
8!/2""x8!/."" to 14''x147%4"". 


ae 


REctor 2-3273 


165 Duane St., N. Y. 13 


Tue Orrice—December, 1953 








and self-sharpening. Cuttings are col Pe eg 
lected in an easy-to-empty tray. Retails MR: DEg BR 
at $12.95 with 5-year factory guarantec. 7 : LE 
Illustrated literature from above address. 

RONES off oud UBL 


NOTE HOLDER : An internationally famous, | 


: custom built, competitively 
Office Accessor- priced duplicator without peer! 
ies Corp., 4909 Ge- 


nesta Ave., Encino, | carpe 

Calif., makes the | YOUU... 

Yogi Note Holder ¢@ | . - The finest product of one of 
for use as a con- é the world’s oldest and largest 
re inhe dian $4 5 manufacturers of duplicating 
stant reminder ) equipment . . . a product 


hold important a serving business on five con- 
messages up off y tinents for over fifty years. 


nl Maze Z 
the des where t RONES | ofneud YOUU... 


they will com- 
4 Prompt delivery of machines, 


mand attention. It 
is particularly 2 | parts and supplies from 
adaptable to of- | New Vork headquerters. 


fices where dam- oS | 
or confidential erp ramen 


Factory trained representatives 
to assist you with sales and 
service problems. 








| PAYMASTER 4 it YbLL . .. 


A duplicating machine which 
can reproduce a letter, illus- 
tration, even a photograph. 





Years ahead duplicating 
features as: 


© 25 second color change 

© New, self-inking drum 

@ Roneo-tronic stencil 
cutting service 











Sut Un* 


PAYCHECK "OUTLOOK" 
ENVELOPES f Write for your 
Eliminate Time and Expense of ———.. | |i copy of Roneo’s 


Addressing, also Chances of Error. a = amazing folder— 


Paycheck ‘‘Outlook'’ Envelopes are absolutely —_——— 


opaque, essential when wages are paid by check. E Cutting” 
Nothing shows but the employee's name. This im- oe utting 
roves personnel relations. : 

end us check you now use and we will submit b ——— 


sample Paycheck ‘‘Outiook"' Envelope and prices ; 


based on your estimated yearly requirements. ADDO MACHINE CO., INC., 
145 West 57th St.. New York 19, N. Y 


OUTLOOK ENVELOPE CO., Est. 1902 Circle 5-6940 
Originators of “Outlook” Envelopes Sxclusivad. S$ Beeibotore 


Velo leee,. Ge Yeleilale My 4lelaalial +3 
1001 W. Washington Blvd. Chicago 7, Illinois pets 


» Mimeo Machines eh hse mn Geli tileliol a; 
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TYPE CLEANING MADE EASIER 


machine operators wont 
*Norta Plastic Type Cleoner 
t's easy to vse—no mess 
— no liquids to spill 


*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 


NORTA DISTRIBUTING Ve Kp 
NS Broadway, New York | 


ALL MAKES AND ALL MODELS 


WRITE FOR OUR PRICES—TODAY! 


“America’s targest Rebuilders, of Caiculators.’’ 
This month's special LAS-160, LA5-200. 100°, Rebuilt. 


Mercury Business Machines Co., Inc 
900 Broadway (Corner 20th St.) New York 3 
GRamercy 7-0055 


“SLIP-ON” LABEL HOLDER 


A LABEL HOWER BINDER 





SO-1 For I** Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea 
$O-1'/. For I'/."" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


EVERGREEN ST MT. PROSPECT, ILI 


207 € 





mail, medical case history cards, etc., 
must be avoided. This unusual note holder 
is 11%” tall, high enough to hold a 
letter in full view. Its base is a 3” 
rubber suction cup that will adhere 
securely to non-porous surfaces but will 
not mar desks or furniture. Packed 12 
to a box, retails at $1 each. 


PENCIL SHARPENER 

Apsco Products, Inc., 336 N. Foothill 
Road, Beverly Hills, Calif., makes the 
Apseo Atlas Pencil Sharpener to with- 
stand heavy office and school use. It has 
an all-steel frame of heavy gauge steel 
welded to a solid steel base and supplied 
with three serew holes for rigid perma- 
nent installations. A replaceable ring 


gear and bearing makes it unnecessary 
to demount the base after the initial in 
stallation. The heavy duty cutter head 
and cutters are designed for easy re- 
placement of cutters. Finished in gray 
hammerloid with chrome trim, this sharp 
ener makes an attractive, yet practical 
unit when mounted on a horizontal or 
vertical Further information 
this and other 
products from above address. 


surface. 


and price list on Apsco 


BUILDING BOARD 
Johns-Manville, 22 East 40th St., New 
York 16, N. Y., offers a free 12-page 
brochure on Asbestos Flexboard, a non- 
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L6300 shuttle carriage sorter 


Flexible for varying sizes of office forms. Dividers 
automatically expand as material increases and 
ore loose-leaf as to name changes 





soRT()-FiLE 


write: 


associated industrial designers 
P. O. box 12652, Los Angeles 39, California 
for illustrated circular of the many 





meodets of S$ ORT-O +P ILLES 


DISTINGUISHED for qual 


THE WORDEN LINE OF 
OFFICE FURNITURE 


is known and respected 
for its high standard of 
quality, construction and 
attractive design. WORDEN 
furniture offers you new 
opportunities to make in- 
stallations worthy of your 
store’s good reputation. 
Only Worden makes the 
New Space-Saving SECRA- 
TYPE desk, 


Write us for 
further particulars 


woroen Béaeg WORDEN Com flay 
GAN 


of, HOLLAND,.MICHI 
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combustible asbestos-cement building 
board, made in sheets 4 ft. x 8 ft. or 
4 ft. x 4 ft., in thickness of ”, 3/16” 
and 4%”. Flexboard is adaptable to 
curved as well as straight surfaces. 
Handling, working and applying are 
illustrated with sketches and detailed 
drawings which cover both outside and 
inside work, 


EVERY PERSON 2-DRAWER TRANSFER FILES 


Dolin Metal Products, Inc., 317 Lexing- 
ton Ave., Brooklyn 16, N. Y., makes 
steel transfer files in two-drawer units, 
similar to their regular single-drawer line 
except that two drawers are in a single 
housing. Constructed of heavy gauge 


NEW DELUXE PORTABLE steel, electrically welded throughout, 
MODEL SM3 








with brass handles and _ cardholders. 

Each two-drawer unit is constructed so 

that they can be interlocked side to side 

as well as top to bottom. Designed es- 

sentially for large installation require- 

ments, these files save setting-up time 

53 and, the manufacturer claims, without 

ESAS SSE ce * any loss of durability, efficiency or ap- 
INTER-CONTINENTAL TRADING ponrance, oe use of eho waite 
cone effects a 20% savings. They wi ! also in- 

terlock with single drawer units when 
90 WEST STREET - NEW YORK 6, N Y necessary. Available in letter and legal 
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® TYPE CLEANER 


Stationers write: 





FOR YOUR TYPEWRITER 


An Annual Roller Change gives you 
Better Performance and Protects all 
working parts of your machine. 


For Best Results, Insist on 


FUTURISTIC 


‘PLATEN - 5-Star Platens 
Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 
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Pata = 


CARBON PAPERS 


Typewriter, Billing, Fan-Fold, 
Pencil, Carbon Jackets, Regis- 
ter Rolls. 


INKED RIBBONS 
HECTOGRAPH SUPPLIES 


= CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, lil. 





sizes only, green baked enamel finish. 
Descriptive literature from above ad- 
dress. 


SUPPLIES & FURNITURE 

Consolidated Office Supply Co., 711-A 
S. Dearborn St., Chicago 5, IIl., offers 
their new, larger catalog free to all of- 
fice supply users, large or small. Follow- 
ing the style of previous Consolidated 
catalogs, the new edition is printed in 
black, red and green with many illustra- 
tions. Its 88 pages show hundreds of 


items from rubber bands and small sun- 
dries to major equipment including safes 
and rest room furniture. The back cover 
explains the Consolidated delivery plan. 
Consolidated catalogs have proved popu- 
lar as indicated by the continuous in- 
crease in mail order sales (23% inerease 
this vear). The firm credits much of this 
growth to their low price policy and sys 


tem of getting orders shipped promptly. 


Write above address for catalog. 


MAGAZINE RACK 
Halverson Specialty Sales, 1219 W. 


Chestnut St., Chicago 22, Ill., makes an 
all-steel magazine rack designed and 
finished to fit into any deeor. It has 
space for neatly displaying more than 
30 popular size magazines and news- 
papers in an office reception room. The 
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FLEXIBLE 
STEEL RULES 


in 9” — 12"— Pn 
15”—18"—24" arn 
Lengths. 


Can be used as a ruler, 

paper cutter, = straight- 

edge. Made of highly 

tempered steel, backed 

with patented NON-SLIP 
material. Graduated in |/léths. Individ- 
ually engraved below the surface of the 
metal. Will not wear off. Will not slip 
nor carry ink on the edges. 


NATIONAL RULE CO. 
ROCHESTER 14, N. Y. 











Are You Interested 


in news and descriptions of 
office machines and office 
equipment on the German 
market? 


Then Read 
Burotechnik und Organisation 


This magazine appears 
monthly and = gives richly 
illustrated reports of Ger- 
man office equipment and 
production. 


Subscription rate is $5 
(U. S.) per year. 
Send for a sample copy! 


ROBERT GOELLER 
VERLAG, | 


Baden-Baden, Germany 
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One Inventory of the New 


-FOR-ALL 


Ball-Point Refills 
Fit all these 


New Style Pens 


© Paper Mate 
bd Eversharp 
© BB Rol Rite 
® Scripto 

© Fio-Ball 


e Wearever and — 
almost all of the 
other retractable 
ball point pens 

Wire or Write 
NOW to 


[Goun]Pen COMPANY 


| 757 Waveland, Chicago 13 70 


AG/IC___— 100°/, 


AT’ ; 
——— 


NEW—COLORFUL—DURABLE 
A FAST SELLING VOLUME ITEM 


GREY — GREEN — BROWN 


Matched or mixed—6 to a car- 
ton 2 sizes, 36 x 45”—45 x 54” 








The Present _ ae 


Convenient 
in attractive, transparent plastic 


; 8 holder. Top unscrews so eraser can 
») wl 4 be moved outward, Red rubber for 
pencil erasing, gray rubber for ink. 


Pocket clip style for general use. 
Brush whisk style for typists. Re- 


Future! 


OU’LL be mighty popular when you tie Weldon Rob- 

erts Jet Erasers on your office Christmas tree and put 
them on your tree and in your Christmas stockings at 
home. Weldon Roberts Erasers will correct the mistakes 
people always make in writing Christmas cards—and mis- 
takes they make in all kinds of writing all year ’round. 


Ask your stationer now to 
show you Weldon Roberts 
Erasers especially suited for 
correcting writing mistakes 
made by office workers, art- 
ists, draftsmen, school stu- 
dents. 
WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue ° Newark 7, N. J. 
World’s Foremost Eraser Specialists 








We are specialists in 


J . * i \ 
Specialized “ \ the production of 
-] paper rolls for all 
WL ee en le d individual require- 
= ments, accurately 
and cleanly wound 


Y 
Paper E>, ercusinne 


all types of special- 
Sinai atime Shae shade: ceiean any ree or macrine \— 4, ized machines. 


Y 











Your enquiries will 

R 0 | | S have our prompt and 

spi Nee careful attention. May 
we quote you? 








fm COMBINATION OF SIZE WIDTH OR PERFORATION 





Specialists in the manufacture 


HUNT & COLLEYS LTD. of paper rolls for industry 


HUCKNALL ROAD ‘ NOTTINGHAM ENGLAND 


ete => VG8e—G0 ete® 
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rack’s dividers and pockets have a slight 
backward tilt to protect the magazines. 
The Halverson 20-P rack is 36” high 
2714" wide, and 15” Shipped com- 


” 


deep. 


Piornype 


* 
% . 


pletely set up, ready to use, finished in 
baked-on gray Hammerloid enamel. Each 
pocket is 13” wide and %” in depth; 8” 
high at the front and 11” in back. 


CUTTING BOARD 


Azon Corp., 6 Gaines St., Binghamton, 
N. Y., makes the Azon Trimmer with a 
hollow-ground, self-sharpening circular 


knife fitted 
moved manually 
the material to be cut. 
per, film, matchboard, 


into a carriage which is 
across the surface of 
All types of pa- 
plastic, fabrics, 
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Cones TUBULAR 
D STEEL 
SAFETY. LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy ‘to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it, hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for yd 53-0 and 


I. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40. III. 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


Eniperial 
ASK YOUR DEALER 
Empecial 


DESK CO. 
Evansville, Indiana 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 


139 Franklin +, New York 13, N. Y. 
* Reg, U.S. Pat. 








SAVES TIME AND WORK! 


MAKES 8 BASIC FOLDS ON 
SHEETS UP TO 6'/, x 14 


AT A PRICE 
D EVERY OFFICE 
CAN AFFORD 


(a Oeirchare 


DESK MODEL FOLDING MACHINE 


{ Duplicating Equipment ond Supplies 


GUARANTEED 


vely by PRINT-O-MATIC (CO., INC 














Do A Neater 
Labeling Job Faster 
With—NEW 


BIND-X 


The Revolutionary, Self-Adhesive 
Transparent Label Holder! 


All you have to do is insert typewritten, 
written or printed label in the transparent 
BIND-X window. Then stick it on shelves, 
books, binders, boxes, or any other object. 
Adheres to wood, metal, leather, fiber, glass, 
cloth, plastic. Six inch lengths only 30c 
each. Easily cut. Holds fabel “2”, %” or 1” 
wide. Your choice of & transparent colors. 
Ask for new BIND-X at your local stationer 
today. 


IT’S MADE BETTER... 
WORKS BETTER BECAUSE IT'S 


CEL-U-DEX 


1 Main Street Brooklyn 1, N. Y. 

















IT'S VERSATILE 
' . RICQy, 


1. Consecutive 
2. Duplicate 
3. Triplicate 
4. Quadruplicate 
5. Repeat 
MODEL {10 
5 WHEELS 


12345 


Facsimile Impression 


WRITE FOR 


J DETAILS 


AMERICAN NUMBERING MACHINE GO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, Ill 





agsoiuTeiy SAFE NO CARBON-TETRACHLORIDE 


TO GUM AND GOO / 


Cleans type CLEANER... 
Easier! Sturdy dauber prevents 
spattering. Non-inflammable. 
Slow-evaporating and there- 
fore more economical. Make 
your letters SPARKLE. Save 
time and money . . . as many 
thousands now do... with 
CLAR-O-TYPE. Once tried, 
always used. 


60¢ at all stationers and typewriter dealers 


TRiposter —compact, portable, multiple hand 
posting machine — posts up to seven records 
simultaneously and accurately. 
TRiposter offers the lowest cost in the 
bookkeeping machine field. 

For additional information write— 
ViSirecord, Inc., COPIAGUE, L.I., N.Y. 
In Canada, V/SIrecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 
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booklinen, metal foils and similar mate- 
rials can be cut. The material is inserted 
under a metal guide which has a strip of 
transparent plastic on its edge. Index 
lines engraved on the plastie edge facili- 
tate accurate adjustment of the material 
to be cut. When material is placed in the 
trimmer, it is locked into position all 
the while the cutter carriage moves to 
make the cut. A decurling device facili- 
tates cutting materials with the most ob- 
stinate curl. Roll stock may be cut into 
sheets without any adjustments. The 
Azon Trimmer is available in two widths: 
2316" and 5114”. Either machine is avail- 
able for a ten-day trial, without cost or 
obligation, on requests to above address. 


LIST FINDER 
Bates Mfg. Co., Orange, N. J. 
the Cavalier List Finder with genuine 
tooled leather top. Its large size allows 
using larger insert cards for greater ¢a- 
pacity of names, ete. The Cavalier lies 
flat for full visibility, easy writing and 


makes 





54 LAFAYETTE ST., 


@ BOOKKEEPING 
@ CALCULATING 
a pdaintatetiggige 


Prepeired or re- 
ACME Conditioned. Write for 
ADDING Ce current prices. 
SER SALES @ 350 BROADWAY, NEW YORK 13, N. Y. 
. Since 1927 WO 4-1240 © cable: Hodgmach 
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NEW ELECTRONIC HOT WAX PROCESS! 


SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 


Absolute register, non-smudge, perfect for all types of 
business forms—2 to 12 parts. Our modern plant is equipped to do the comolete job— 
printing, carbonizing and binding— or any part that you wish. Samples on request. 


NEW YORK 13 


removal of card inserts. Setting the in- 
dex knob and pressing the front bar 
opens the Cavalier to the desired page. 


it lists at $6.50 with special 
quantities which 


premium use. 


nieces for 


ean be unprinted for 





SPOT 
<-> 


WA 5-2121 








= Pan 8 Aaja Pig A tear? 
am euterry Engraving 

801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 
America’s Largest Engraver 


of Fine Stationery 





- ae 
2, o's 
i = wa 
oe eS 
+3 ls 
‘2.1 





Foye Heads CPAs 


Arthur B. 
senior partner of 
Haskins & Sells, 
New York, was 
elected president of 
American Institute 
of Accountants at 
the annual meeting 
in Chicago. Elected 


Foye, 


presidents 
Michael C, 
Conieck, Pittsburgh; 
James E. Hammond, San Francisco; Wal- 
lace M. Jensen, Detroit; John A. Pey 
roux Jr.. New Orleans. W. M. Black, 
Short Hills, N. J., was elected treasurer. 
He is senior partner of Peat, Marwick, 
Mitchell & Co. 


vice 
were: 


Arthur B. Foye 


NABAC Officers 

Ira C, Chaney, au- 
ditor, Crocker First 
National Bank, San 
Franeisco, was 
elected president of 
the National Assn. 
of Bank Auditors 
& Controllers at its 
29th annual con- 
vention in New 
York. Robert 4H. 
Shepler, vice presi- 
dent and cashier, Denver National Bank, 
was elected Ist president, and 
Robert F. Goodwin, controller, Wachovia 
Bank & Trust Co., Winston-Salem, N. C., 
is 2nd vice ptesident. Secretary is Ed- 
ward F. James, vice president and con- 
troller, Fidelity-Philadelphia Trust Co. 
Steve H. Bomar, treasurer, is vice presi- 
dent and treasurer of Trust Co. of 
Georgia, Atlanta. 


Ira C, Chaney 


vice 


142 


Newspaper Controllers Elect 

Richard H. Wills, treasurer, 
Times and World-News, was elected pres: 
dent of the Institute of Newspaper Con 
trollers & Finance Officers at the sixth 
annual meeting in Louisville. He 


Roanoke 


suc- 
ceeds C. Arthur Weis, vice president and 
treasurer, St. Louis Globe-Democrat, who 
becomes a director. Other officers elected 
include: Ist vice president, Herbert F. 
Hetu, business Sharon (Pa.) 
Herald; 2nd Robert P. 
Hunter, secretary-treasurer, 
Birmingham Erie B. 
Gardner, secretary-treasurer Kitchener- 
Waterloo (Ont.) Record; 
Frank T. Hodgdon Jr., controller, Cleve- 
land Plain Dealer. 


manager, 
vice president, 
assistant 
News; treasurer, 


secretary, 


A.I.M. Director 


Dr. Edward R. Weidlein, president, 
Mellon Institute of Industrial Research, 
Pittsburgh, was elected to the board of 
directors of American Institute of Man 
agement, it was announced by Jackson 
Martindell, A.I.M. president. Dr. Weid- 
lein has been with the Mellon Institute 
since 1912. 


Nepeo Controller 


Donald Lichty was appointed control- 
ler of Nekoosa-Edwards Paper Co., Port 
Edwards, Wis., John Alexander, presi- 
dent, announced after a board of direc- 
tors meeting. Mr. Lichty joined the 
Nepeo organization in 1933. He _ first 
worked in the technical department test- 
ing pulp and paper and in the main labo 
ratory. Later he transferred to the 
standards department and established the 
foundation for a standard system 
coordinated with the accounting depart- 


cost 
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How to do a dumb job 
the smartest way 


The Electric FH 


costs less than a 


pate typewriter 


When they folded everything by hand, 
Suzy had to take a lot of time out from 
her regular office work to do the job. 

Three or four times a month there were 
hundreds of form letters, bulletins and 
announcements to take care of and Suzy 
could do only five or six hundred per hour. 
Then someone told her boss about the 
Pitney-Bowes folding machine. When he 
found out how much time, trouble and ex- 
pense it could save, Suzy’s hand-folding 
chores were gone, forever. 

Hand-folding is a dull, dreary, time- 
consuming chore...a dumb job, to put it 
bluntly. No job for a_ self-respecting 
human, but a push-over for the Pitney- 
Bowes FH Model. Every print shop and 
bindery should have at least one. With 


PITNEY-BOWES 
Folding Machines 


Made by Pitney-Bowes, Inc. ... originators 
of the postage meter...93 branch offices, 
with service in 199 cities in U.S. and Canada. 
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The FH is as easy to set as 
tuning your TV. 


Fully automatic model FM folds 
up to 1900 sheets an hour. 


semi-automatic feed and electrically driven, 
it is fast, accurate and easy to operate; 
can make two folds at a time; can double- 
fold up to 5,000 sheets an hour; can make 
eight standard folds in sheets, from 3 x 3 
up to 8% x 14 inches, and of many differ- 
ent paper weights. Folds sheets stapled 
together, too. 

In less than a minute, by simply moving 
two knobs to adjust for the folds you 
want, the FH can be set for any job. 

Not much larger than a standard type- 
writer, and it costs less, the FH is a great 
little worker — quickly pays for itself. Ask 
the nearest Pitney-Bowes office to show 
you—or send the coupon for free booklet. 
ee ee Ce ee ee 
PITNEY-Bow Es, INC. 

3411 Pacific Street 
Stamford, Conn. 


Send free booklet on 
Folding Machine to: 


Ee eared ee 
Firm_ 
Address. 











—=\ [thought was a 
\ Tough Customer 


WHAT: 


INIT 
FOR MI 
cr 


S 


79 


se 


| took envelopes 
for granted. 


I've addressed, filled and sealed thousands 
of them, and slit open thousands more. But 
1 thought one was pretty much like another 
until | read “WHAT'S IN IT FOR ME?”. Fas- 
cinating! — I couldn’t put it down. And 
what | learned about envelope quality! 


| was looking for 
“the best for the money.” 


But envelopes were a headache to me, until 
I read this interesting book. It’s taken the 
guesswork out of envelope buying to know 
“WHAT'S IN IT FOR ME?”. There’s real meat 
in this book for buyers — and it reads like 
a novel! 


My customers were tough, 
so | had to be. 


I knew — but it was tough to prove — that 
one envelope was really better than another 
and made for true economy. Now I’ve got 
proof — and in a book anybody would enjoy 
reading. | know I did! 


Your copy is FREE. 

If you buy, sell, print or use envelopes, you'll 
find this book both interesting and valuable. 
Ask your envelope supplier for your free 





UNITED STATES 
ENVELOPE COMPANY 


Divisions from Coast to Coast 


General Offices: Springfield 2, Mass. 


E-2P-A3 


Tue Orrice—December, 1953 





ment. In addition to being in charge of 
mill accounting and costs, he was active 
in the organization of Nepeo’s Canadian 
subsidiary, Alexander-Clark Timber Co., 
of which he is treasurer. He has been as 
sistant controller since 1952. 


National Conference 
& Exhibit Calendar 


Eastern Joint Computor Conference, 
Statler Hotel, Washington, D. C. Dee. 
8-10. 

Personnel Conference, American Manage- 
ment Assn., Palmer House, 
Feb. 15-17. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
8-11. 

National Office Furniture Assn., 
Sherman, Chicago, May 8-11. 
New York Stationery Show, Hotel New 

Yorker, New York, May 16-21. 

National Office Management Assn., St. 
Louis, May 24-27. 

NRDGA Controllers Congress, Ahwahnee 
Hotel, Yosemite National Park, Calif., 
May 24-27. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 

18-22. 


Chicago, 


Hotel 


Sept. 


C. King Woodbridge, chairman of the board 

of Dictaphone Corp., received the Enterprise 

Award from Mrs. K. G. Oxholm, chairman, 

Health Organization of the Women's Institute, 

for his firm's contribution in raising the stature 
of the secretarial profession. 


National Business Show, 69th & 7\lst 
Regiment Armories, New York, Sept. 
27-Ocr. 1. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-13. 

National Assn. of Bank Auditors & Con- 
trollers, San Francisco, Oct. 18-21. 


Said to be the first office building designed for modular furniture, this will house 500 clerical 
workers and executives at the Bayway Refinery of Esso Standard Oil Co., Linden, N.J. Designed 
by Lathrop Douglass, the building has six floors with 100,000 sq. ft. and a minimum of interior 
walls. Arnot-Jamestown Corp. will supply the modular office furniture and movable partitions. 
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OEMI Annual Meeting 


At the annual 
meeting in New 
York last month of 
Office Equipment 
Manufacturers In- 
stitute, the board 
of directors elected 
H. V. Widdoes 
OEMI president for 
the 1953-1954 fiscal 
Mr. Widdoes 
is vice president 
and general manager, Remington 
Rand, Ine. Other newly elected officers 
include: vice presidents: Sheldon F. Hall, 
Burroughs Corp.; K. P. Morse, Standard 
Register Co. Administrative vice presi 
dent is E. D. Taylor; treasurer, W. F. 
Arnold, Underwood Corp.; Secretary, G. 
L. Meyer. This meeting of the institute 
was featured by talks delivered by Elmer 
Roper, public opinion analyst; Harry M. 
Nordberg, vice president, Pitney-Bowes, 
Inec.; John L. Peirce, vice president, A. B. 
Dick Co.; Horace B. McCoy, deputy ad- 
ministrator, Business & Defense Services 
Administration. 


vear. 
H, V. Widdoes te 


sales 


Directs Stenafax Sales 


Karl E. Clough, formerly district man- 
ager of the Washington, D. C., office of 
Times Facsimile Corp., has been ap- 
pointed director of sales, Stenafax Divi- 
sion, headquarters New York. He is 
succeeded in Washington by Rear Ad- 
miral John M. MelIsaac, U.S.N. (Ret.). 
Mr. Clough joined the company in 1935 
as a junior engineer. In 1950 he was 
made district manager in Washington, 
handling sales of Stenafax as well as the 
contracts with government offices on 
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facsimile communications equipment. Ad- 
miral MeclIsaae joined the company in 
1953 on his retirement from the Navy. 


Peak Pencil Production 


Louis M. Brown, 
president, Eberhard 
Faber Pencil Co., 
Brooklyn, N.  Y., 
was reelected presi- 
dent of Lead Pencil 
Manudt 
turers Assn. at its 
annual meeting. 
Manufac 
turers’ shipments of 
wood-cased pencils 
during 1953 were 8% above those of last 
year, according to an analysis of pre- 
liminary figures, Clyde T. Nissen, execu- 
tive vice president, reported to the an- 
nual meeting. Mr. 
that 90% of all writing instruments 
manufactured in the U. S. are 
eased pencils and domestic consumption 
appears to be near its all-time peak. 
More than 350 styles and types of wood- 
eased pencils are currently manufactured. 


Louis M. Brown 


Nissen pointed out 


wood- 


Strathmore Buys Keith 


C. M. Bryan, chairman of the board of 
Strathmore Paper Co., announced that 


Strathmore had purchased Keith Paper 
Co., Turners Falls, Mass., which will be 
maintained as a separate organization 
at this time. Aside from changes in the 
top executive level, no changes are con 
templated in the operating personnel at 
Keith. New officers are: F. Nelson 
Bridgman, president; C. M. Bryan, vice 
president; Paul A. Wilks, treasurer; Ken- 
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Another great STURGIS achievement: 
Steel office chairs that are 


=====-~--— S6lf-levelilig -------- 
— on uneven floors 


thanks to this amazing 


.. Fiber Glass Base 


No matter how uneven the floor, the remark- 
able flexing characteristics of this fiber glass 
base are such that your weight keeps all four 
casters firmly on the floor. This is one of sev- 
eral amazing features of this new base. Its 
durability is almost unbelievable. No amount 
of office abuse will dent, deform or disfigure 
it. All the maintenance it will ever need is a 
wipe with a cloth. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with fiber 
glass bases. What’s more, these chairs may 
be selected with the visible steel parts fin- 
ished in STURLON®, the extraordinary 
new finish which has 10 to 20 times the abra- 
sion resistance of other finishes, is warm to 
the touch and is non-corrosive. You can’t 
beat that combination! 


POSTURE CHAIRS 


Aa 


Ss . . 
No refinishing—ever! 


Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of dis- 
tinctive beauty —introduc- 
ing a brand new decorative 
note into office chairs. 


Noiseless! 

The sound deadening char- 
acteristic of fiber glass 
insures virtually noiseless 
movement of the chair, even 
on rough and uneven floors. 





Cures “foot-trouble” 


Office workers are prone to 
intlict scars and scuffs on 
chair bases. But a fiber 
glass base is a sure cure for 
this sort of ‘‘foot trouble’. 





Drop a chair or bang one 
against another -— nothing 
will dent, deform or disfig- 
ure this fiber glass base and 
a wipe with a cloth will 
make it look like new. 


THE STURGIS POSTURE CHAIR COMPANY ¢ STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, IMinols 













OFFICE 
MACHINE 
STANDS | 


=a from 


$3450 





GENERAL SPECIFICATIONS: 


Frame 242" wide, 17%" deep, sim- 
ple elevating device. 3’’ diameter 
casters. 1’ steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%" width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”. 





Adjustable Ball Foot as- 
sures stability on uneven 


Shown with the IBM (20 carriage) 
ELECTRIC TYPEWRITER 





GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
iol Malolechi-wm Occ) oM(-tohMelel-t Mela m Tilt excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 








neth A. Sheridan, assistant treasurer and 
mill manager; James H. Sweet, 
manager. 


Codo Top Officers 


Stockholders and directors of the Codo 
Mfg. Corp., Coraopolis, Pa., voted promo 
tions for two of their top officials, Frank 8. 
Cooper, founder of the firm and its first 
and only president to date, became the 
corporation’s first chairman of the board 


sales 


“Wilbur W. Lenz 


Frank S. Cooper 


where his vast experience in the carbon 
paper and ribbon field can be used to 
greatest advantage. Wilbur W. Lenz 
moved up from vice president to presi 
dent to succeed Mr. Cooper. Bringing to 
Codo, at the time of its founding in 1928, 
a wealth of experience, Mr. Lenz has 
held every major office leading up to the 
firm’s presidency. 


Erik A. Ohlsson, president, Facit, Inc., holds 
a scale model Odhner Adding Machine con- 
taining over 2,000 parts and insured for $100,- 
000. It was kept overnight at the National 
Business Show in a Mosler Safe. Edwin H. 
Mosler Jr. is shown opening the safe. 
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Charles C. Gadsby, (left) manager public 
relations and advertising for Marchant Cal- 
culators, Inc., greets William C. Sproull, ad- 
vertising manager, Burroughs Corp, and 
president of National Industrial Advertisers 
Assn. Looking on are Blaine Wiley (left), 
NIAA executive secretary, and Robert G. Hill, 
advertising manager, Columbia-Geneva Steel 
Co. and president of the San Francisco NIAA 
chapter. 


Old Town Appoints Bishop 


In another 
in the 


step 
assembling 
of a new manage- 
ment team at Old 
Town Corp., James 
H. McGraw Jr., 
SPeeidcoenwt, 
announced the ap- 
pointment of Ellis 
G. Bishop to the 
post of manager of 
sales promotion, in 
charge of the company’s growing activity 
in the areas of market 
training, promotion and advertising. Mr. 
Bishop brings to his assignment a wealth 
of experience in sales and advertising, 
much of it acquired at Royal Typewriter 
Co. His first objective will be to provide 
increased promotion help to Old ‘Town’s 


Ellis G. Bishop 


research, sales 


branch and dealer sales organization. 


Bates Expands Factory 


Bates Mfg. Co. has expanded its fac 
tory at Orange, N. J., to once again bring 
under one roof all manufacturing, ship 


ping and inventorying. All machinery 
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has been moved to permit efficient line- 
flow production from raw material to 
faster shipment of finished products to 
dealers, who are invited to visit the new 
plant. 


Window Display Contest 


Smead Mfg. Co., Hastings, Minn., an- 
nounced its third annual window dis- 
play contest with a 1954 car as top prize, 
an all-expense trip to Hawaii for second 
prize and over 100 cash and merchandise 
prizes. Dealers have until Sept. 1, 1954 
and will be judged by city size: cities 
under 50,000; from 50,000 to 100,000; 
100,000 to 500,000; and over that. Write 
above address for full information. 
Tiffany Representative 

Tiffany Stand Co. has appointed Jess 
L. Musgrave, 4508 Aready Ave., Dallas 
9, as sales representative in Texas (ex 


cept El Paso), Ark., La., and Okla. 


SoundScriber in B.C. 


R. W. Davidson, vice president and gen- 
eral sales manager, SoundSecriber Corp., 
announced the appointment of  Blair- 
Behnsen Ltd., Vancouver, as distributor 
for the company’s products in British 
Columbia. Frank W. will be 
sales manager in charge of the Sound- 
Seriber operation. 


Jehnsen 


Addo Dealer Sales Manager 
Agrell, 
president, Addo Ma- 
chine Co. an- 
nounced the = ap- 
pointment of J. N. 
Williams, formerly 
dealer sales man- 
ager of Allen Wales 
Adding Machine 
Co., as dealer sales 
manager for Addo 
Machine Co., 145 
West 57th St., New York 19. 


George 


J. N. Williams 


Organize Cleveland OMDA 

Several office machine dealers of Cleve- 
land have completed organization of a 
local Office Machine Assn. Theodore Kas 
ten was named temporary chairman and 
Al Schlect The 
third Wednesday of each month will be 
Harold Mann, executive 
National Office Machine 
Deaiers Assn., presided over the organiza- 
tional 


temporary seerctary. 


meeting night. 


secretary, 


meeting. 


Arthur Seaver with Amberg 


3ertrand Amberg, president, Amberg 
File & Index Kankakee, Ill, an- 
nounced the appointment of Arthur W. 
Seaver as 


Co., 


sales 


representative Mr. 


te 


Office furniture dealers of 

Columbus, Ohio, and vicinity, 

who met lest month and found- 

ed the Central Ohio Chapter 

of the National Office Furni- 
ture Assn. 
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..- to Latin America. 


© MANUFACTURERS 
© EXPORTERS 


Don’t Overlook This Growing Market 
For Office Supply and Equipment Sales. 


MONEY TALKS! Look at these statistics for only one month’s exports. Then give 
serious thought to your own overseas trade. 
United States manufacturers during last July (latest figures available) exported: 


$61,818 of listing adding machines to Mexico. 

$41,442 of carbon paper and office machine ribbons to Colombia. 
$5,089 of duplicating machines to Salvador. 

$21,278 of miscellaneous office supplies to Cuba. 

$60,168 of metal office equipment (desks, chairs, files) to Venezuela, 
$21,202 of typewriters to Peru. 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a guide 
and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1954 La OFICINA, Its advertising rates are low—its coverage is complete. Your 
advertising in La OFICINA is basic to establishing and building a_ profitable 
Latin American trade. 


Send now for more detailed information on circulation, advertising rates and a copy 
of the last issue. 
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Seaver will reside in a suburb of Phila- 
delphia and cover New York 
State. He is a son of O. L. Seaver who 
has represented Amberg in New England 
for over 20 years. 


easter? 


Curtis Joins Lamb Electric Co. 


R. J. Lamb, president, Lamb Electric 
Co, announced that Clyde F. Curtis has 
joined the company as assistant to the 
president. He has had nearly 
experience in practically 
industrial management with 
Tire & Rubber Co., American 
Wire Division of United 
Corp., Joy Mfg. Co., and 
& Associates. 


25 years of 
every phase of 
Firestone 
Steel & 
States Steel 
Robert Heller 


Offset Supply Branch 


Frank A. Mortimer, president, Litho 
Engineering & Research of Seattle, an- 
nounced the opening of a fully stocked 
branch in Spokane at S. 206 Wall St., 
with Walter S. Johnseine as manager. 
The firm distributes nationally an ex 
tensive line of offset duplicator 
sories and supplies, including the 
Shell, Vibra-Roller, Visi-Guide, Base Line 
Masking Sheets, etc. The Spokane branch 
will serve the Inland Empire territory, 


acces- 


Jumbo 


toe owt a sesamin ‘i! anew 


os “3 aS 
<a - “oo x ~~ 


a 





od 


including Central and Eastern Washing- 
ton, Northern Idaho and Western Mon 
lana. 


Heads Export Sales 


Edward G, Wallace has been appointed 
to the 
ager of the Burroughs Corp. International 
Activity, it Ray W. 
Macdonald, manager of inter- 
national Wallace had 
manager of the Bur- 
roughs sales organization in New Zea- 
land. Hé will be responsible for the 
direction of Burroughs entire 
ganization outside of U. 8. 


newly created post of sales man- 


was announced by 
general 
operations. Mr. 


been serving as 


sales or 


and Canada. 


IBM Sales Manager 

as We 
electric accounting 
International 
has been appointed general 
ager of IBM. Mr. 
trative responsibilities 


Learson, sales manager of the 
machine 


Business Machines 


division of 
Corp., 
sales man- 
Learson’s adminis- 
will embrace all 
four product divisions of the company: 
electric 
writer, 
He has served in many sales execu 


accounting machine, electric type 


time equipment and applied sei- 


ence, 
including electric accounting 


Philadelphia 


tive posts 


machine manager in and 


A view in the port- 
able typewriter as- 
sembly department 
of Olympia Werke 
West, Wilhelm- 
shaven, Germany. 
Olympia this year 
celebrates its 50th 
anniversary. The Wil- 
helmshaven factory, 
now being enlarged, 
manufactures Olym- 
pia Portable and 
Standard Typewriters 
and Olympia Add- 
ing Machines, em- 
ploying almost 6,000 
people, Inter - Con- 
tinental Trading 
Corp., New York, 
are U.S. distributors 
of Olympia Portable 
Typewriters. 
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‘ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Syotome Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 





Dependable 
Rough & 
Rebuilt 
Office 
Machines 
e 
Write for our 


FALL PRICE 
Our Rebuilt Sundstrand 


ADDERS Weoffer fair prices, 
guaranteed rebuild- 
CALCULATORS : ing, prompt serv- 
TYPEWRITERS : ice to users and 
BOOKKEEPING poe ante bag Mbgperc 
MACHINES ares 

quotation on any 
ADDRESSING make or model 
EQUIPMENT ollice machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc. 
326 Broadway, New York 7, W. Y., HAnover 2-6700 
Cable ‘‘ADDBOOKAL’’ 
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The PARALINER is a new device for rul- 
ing forms. it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 
Send for full particulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


OF QUALITY 


177 different styles 


\ 


and colors for 
every filing need. 
Letter, Legal and 


invoice sizes. 


/ 


Single or double tops. / 


All top corners rounded. 
Manila comes in 8, 9'/2, Il, 14 and 17 pt. Fibre in 
11 pt. Kraft in 8 and II pt. Pressboard in 2 grades. 


Colored folders 
carton. 


Packed 100 to a box, 500 to a 


Get at Dealers or write for Circular 


AMBERG FILE & INDEX CO. Est. 1868 
1601 Duane Bivd., Kankakee, Ill. 





This self-help demonstrator allows a customer 
to learn the features of the Royal Portable 
Typewriter by simply turning a knob. 


district manager in the Detroit area. 
Orland M. Scott, district manager with 
headquarters in Cincinnati, succeeds Mr. 
Learson as sales manager of the elec- 
tric accounting machine division. Bruce 
S. Chandler Jr., has been appointed dis- 
trict manager with headquarters in Cin- 
cinnati, succeeding Mr. Scott. 





For Eastern in Cinn.-Dayton 


Eastern Corp., Bangor, Me., makers of 
Atlantic Bond and other fine business 
papers, announced the addition of Mer- 
chants Paper Co. as a distributor for 
their complete lines. Merchants will carry 
stocks of Eastern papers at both their 
Cincinnati and Dayton warehouses and 
will service these territories and others 
in the vicinity. James Brennan, presi- 
dent of Merchants, said this is an ad- 
vantageous connection for both Eastern 
and his company. 


Bruning Adv. Manager 


Charles Bruning Co., Chicago, manufac- 
turer of Copyflex copying machines for 
business and drafting room use, an- 
nounced the appointment of Emil G. 
Best, as advertising manager. He was 
formerly national advertising manager 
of Thor Corp., and advertising manager 
of special accounts division, Ekco Prod- 
ucts Co. 











SAFEGUARD check Signer... 


at such a low price nobody can 
afford not to own this time 
saver. 


A positive action for all business. Clearly im- 
pressed personalized signature eliminates 
payroll drudgery with Safeguard speed and 
efficiency. 


MANUFACTURERS OF CHECKWRITING EQUIPMENT 


Safeguard Corp. 


ensationally 


LANSDALE, PA. 
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TECHNYSCOPE MODEL F-2 


(Iilustrated with glass removed) 

The use of FLOURESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price ................ $35.00 


Request information from 


TECHNYGRAPH COMPANY, TECHNY, ILL 
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Typewriter Equipment Co. 


Underwood Corp. 
United States Envelope Co. 


Vari-Typer, The 

Verd-A-Ray Corp. 

Victor Adding Machine Co. 
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Wausau Paper Mills Co. 
Weston Co., Byron 


Wheeler Insulated Wire Co. 


Winchester Industries, Inc. 
Worden Co. 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE ‘BRAND 
RIBBONS AND CARBONS 
* 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best hy Test—Best for Less 


« 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 





“Scout 


o 
NS 


Your Good Health! 


URING the holiday season it 
is our custom others 
and health. 
Management, too, extends this 
wish to all its employees 
but 
because 


to wish 
happiness good 
not just 
throughout the 
year, healthy, happy 
workers mean more and. better 
quality production in any line of 
work. Maybe material things can 
make people happy but staying 
healthy, it seems, is a lot more diffi- 
cult today than making money. 
Management knows this and 
a great deal to keep people safe and 
sound on the job. In many eases, 
folks are much safer at work than 
they are at other times. This was 
brought out recently by J. Dewey 
Dorsett, general manager of the 
Assn. of Casualty & Surety Com- 
panies at the Maine State Safety 
Conference, who said: 

‘*When you stop to remember that 
last year alone some 37,000 persons 
were killed and up to 2,000,000 in- 
jured in traffic accidents, and under- 
stand that a goodly number of them 
were employed people, it 


at this season 


does 


doesn’t 
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take an Einstein to figure your per- 
centage of potential expense that is 
involved in sueh accidents. And | 
understand the figures for 1953 will 
be much higher, unless some miracle 
the American motorist to 
drive more carefully or the authori- 
ties to awaken to the fact that there 
are laws which compel careful driv- 
ing when they are properly enforced. 

‘The real economic loss from traf- 
fie and industrial accidents is actu- 
ally unknevn. It is estimated to be 
$4,000,000,000 annually for traffic 
accidents and some, $3,000,000,000 
for industrial accidents. That is a 
total of $7,000,000,000 every vear. 
You and I know that it doesn’t 
nearly represent the actual cost of 
these aecidents, ineluding the full 
toll of that all-important loss in pro- 
duction. It is still a big enough 
figure, however, to cause every busi- 
ness and every industry to sit down 
and figure its share, most of which 
represents profits that could have 
been.’’ 

Should management attempt to 
make its workers more eareful off 
their jobs? Or, would workers re- 
sent this as an intrusion of their 
right to the ‘‘ pursuit of happiness?’’ 
Psychology is a tricky subject and 
some people might resent being told 
that an injury off the job is just as 
painful-—and earries no accident 
compensation. However, it may be 
necessary, as our working population 
grows relatively smaller and older, 
to do something about personal acel- 
dents. For the present, let’s keep 
wishing for a Healthy and Happy 
New Year! 


causes 
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4.37 


Learn How Your Order-billing System Rates 


a , YES NO 
Do you know how many separate writings you require to get your C] 


orders shipped and billed? 


Have you investigated lately to see whether certain rewritings can be Cl e 
eliminated? 








Do you rewrite orders received from branches or salesmen? CJ ‘a 





Are shipping addresses retyped on your bills of lading? C] Pa 





Are these same addresses again rewritten on your tags and labels? 7 7} 





Are your invoices written separately from your shipping orders? J a 





When a partial shipment is made do you write a new shipping order to Fa a 
cover items back-ordered? 





Do you write a new set of billing copies covering each back order Cr] ‘a 
shipment? 





Do you post each individual invoice to your accounts receivable ledger? @ C] 


HERE'S THE QUESTION THAT COUNTS 


Would you like us to send you folders which illustrate how you can 

eliminate all retyping on original and back orders and eliminate posting 

to accounts receivable? 

if answer is “Yes” fill in and mail to: 

DITTO, Incorporated, 690 $, Oakley Bivd., Chicago 12, Illinois 
in Canada: DITO of Canada, Ltd., Toronto, Ontario 


Name, Title. 





Firm 


Add: 








State. 





A 


QW) DITTO, orm sm 





“4 ‘ole how she Stays 
“Fresh as a Daisy”... 
after a day’s work ? 


Don’ t you know? al “a 
an Underwood Electric!... 
It’s a cinch to type on! ..” 


Your days will be brighter ... 
your work lighter, too . . . with 
an Underwood Electric at your 
finger tips. 

So don’t buy any typewriter 
until you try the new Underwood 
Electric . . . on your own work, 
in your own office . . . and see for 
yourself. No obligation whatso- 
ever. Just phone or write your 
Underwood Representative for a 
trial. 


Underwood Corporation 


Typewriters . . . Adding Machines 
.. +. Accounting Machines... 
Carbon Paper . . . Ribbons 


One Park Ave., New York 16, N. Y. 
Underwood Limited, Toronto 1 


Canada 


Sales and Service Everywhere 


Underwood Electric cy rou == 
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